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the widest selection of 
TRANSLUCENT MASTER PAPERS 
for WHITE PRINTING 78 NOW available 


from ONE SOURCE 


White printing is one of the most popular direct copy 
methods in use to simplify invoicing, shipping, 
accounting, production, purchasing, inventory, etc. 
To produce clear copies (at the desired speed), 
each application requires the careful selection of 
the correct translucent original papers. 

This already famous Pata-Trace translucent 

line of papers, has recently been supple- 

mented with the Masta-Trace group of 
translucent originals. Providing 

business and industry the widest 

selection of papers with 

a these plus features: 


a 1. 13 tb. (bond weight) to card stock 
(heavy ledger). 
All sulphite to 100°, rag. 
Translucent to transparent. 
Single or two process. 
Medium Jo highest printing speeds. 


| ~ it pays... 
70 Investigate 


Write for descriptive brochure and samples on company letterhead. 


Joss abe-b at PRODUCTS CORP. 


METUCHEN, NEW JERSEY 


n LOLOL LALA eeemammeaed 
THE “OFFICE, Magazine of Management, Methods; May, 1955. Vol. 41, No 5. P bihaied mand Office 
Publications Co., 232 Madison Ave., New ‘ork 16, BN. ¥, _— a euntvolied circulation clean = East 
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YOUR GUIDE TO 
BETTER INDEXING 


a complete sample 
file of index cards 
containing informa 
tion on tab cuts and 
sizes, ruling, color 
control systems, et¢ 


NEENAH PATTERN KIT 
containing a punching, perfor- 
ating and ruling guide, tips on 
color control, and information 
on how to use the various 
grades of Neenah Ledgers. 


3 KEYS TO SELECTION AND 
why are rag papers eet 
. a complete sample booklet 
used for business forms? of onionskin papers con. 


their various uses. 


Paper made from rags has great strength. It can 
be handled day after day without breaking 


down. It does not tear out easily from rings and 
posts. It can take repeated erasures without 
marring because of the surface strength of the 
strong cotton fibers. 


Paper made from rags has permanence. By 
using the correct percentage of rag content in 
your business forms, you need never recopy. 


For additional information on how paper made 
from rags can serve you better, the Neenah NEENAH MACHINE — 


Paper Company offers, without charge, the POSTING LEDGER SAMPLE BOOKLET 


literature shown on this page. a sample booklet of a new line 


of ledger papers especially 
created for machine use. 


THE FACTS ABOUT 
On your letterhead, write the title of the | THE QUALITY 
material you want and mail to— an illustrated 
step by step 


Sales Department story on how 


papers are 


NEENAH PAPER COMPANY — _ Made to fit your 
- x " 4 every need. 
Neenah, Wisconsin 


P.S. Please mention the name of this 
publication when writing. 


America’s most complete line of Rag Content Business 
Papers—Bonds, Onionskins, Ledgers, and Index Bristols. 
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brings 
reduced clerical costs 
and improved results 





*INTEGRATED DATA PROCESSING greatly speeds forms-writing and handling 

. reduces clerical expense . . . minimizes errors . . . eliminates transcriptions. 
Once begun, the procedure progresses entirely on machines, faster than any person 
ever typed. These machines can be located anywhere—in your office, your out-of- 
town branch, or your plant in another state. Your people supervise the process, 
but no human factor interferes with its swift, accurate completion. 


Sooner or later, all businesses—including 
yours — will want to know more about 
how Integrated Data Processing can help 
to increase efficiency. Savings through 
IDP can be yours sooner—maybe thi 
year! Find out by getting the facts. 
There’s no obligation. 





READ THIS BOOK. It describes a typical 
IDP order-billing-shipping system which has 
increased the speed and accuracy of getting 
orders shipped and billed in a nationally 
known company ... and saved them money, 
too! A parallel method may do the same 
for one of your own procedures. 





WRITE FOR A FREE COPY TODAY! 
Moore Business Forms, Inc., Niagara Falls, 
N. Y., Denton, Tex., or Emeryville, Calif. 
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WALLACE B. SADAUSKAS, author of this manual, is a purchasing 
agent in the General Purchasing Department of Union Carbide and 
Carbon Corp., New York. He is a graduate of the Carnegie Tech 
School of Printing Management and has a Master's Degree from the 
New York University's Graduate School of Business Administration. 
Mr. Sadauskas came to Union Carbide nine years ago from the 
printing industry. With Union Carbide he has made a specialty of the 
design, use and procurement of printed matter, particularly business 
forms. His work has given him an especially favorable opportunity to 
study the use of business forms in many widely diversified fields of 
application and under a great many conditions of use. This extensive 
and diversified experience has brought him into contact with prac- 
tically every supplier of business forms and business machines in this country and Canada. 


Copyricut 1955 sy 
Orrice PusLICATIONS COMPANY 


All rights reserved. This book, or parts 

thereof, must not be reproduced in any 

form without permission of the publisher. 
PRINTED IN U.S.A. 


GRATEFUL ACKNOWLEDGEMENT is made to the fo'lowing manufacturers for illustrative 
material used in this manual on the pages indicated: American Business Systems, 117; American 
Numbering Machine Co., 116; American Register Co., 177; Atlas Stencil Files Corp., 90; 
Autographic Business Forms, Inc., 125, 128, 132; Baltimore Salesbook Co., 73; Charles Bruning 
Co., 90; Burroughs Corp., 64; Carbon-Feedmaster Co., 177; Columbia Ribbon & Carbon Mfg. 
Co., 88; Connecticut Business Forms, Inc., 57, 58; Ralph C. Coxhead Corp., 49, 60; Cummins- 
Chicago Corp., 116; Dennison Mfg. Co., 67, 68, 114; A. B. Dick Co., 84; Ditto, Inc., 76; Dupli- 
Typer Co., 120; Egry Register Co., 121; Ennis Tag & Salesbook Co., 69; E-Z Sort Systems, Ltd., 
96; Arthur J. Gavrin Press, Inc., 50, 51, 58; Charles R. Hadley Co., 100; Hammermill Paper 
Co., 48, 56; Philip Hano Co., 132; Heyer Corp., 86; International Business Machines Corp., 
177; Letterex Corp., 114; McBee Co., 63, 95; Moore Business Forms, Inc., 45, 52, 55, 
72, 73, 103, 134, 177; National Blank Book Co., 70, 71; Nebraska Salesbook Co., 72; Old Town 
Corp., 81; Remington Rand, Inc., 63; Replica Products Corp., 88; Reynolds & Reynolds Co., 
102; Shelby Salesbook Co., 128; Spot Carbon Products, 108; Standard Manifold Co., 120; 
Standard Register Co., 106, 118, 143, 177; Superior Business Machines, Inc., 96; Todd Cu 
66, 102; Uarco, Incorporated, 108, 125, 172; Underwood Corp., 177; United States Envelope 
Co., 162, 173, 174, 175, 176; CAlfred Allen Watts Co., 54, 59, 60, 110; Weber Label & Marking 
Systems, 81. 
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PROFESSIONAL 
REPRESENTATIVES 


UARCO’S 
FULL CIRCLE 
FOR 
MANAGEMENT 
CONTROL 


OFFERS YOU 


@ A complete line of 
products 


Unbiased advice because 
of complete line 


Business systems knowl- 
edge 


Forms design ability 


E-Z-OUT and MULTI-LINKT FORMS 


CONTROL PUNCHED /- ss FANFOLD 
FORMS |: = ‘ CONTINUOUS 


FOR MORE THAN 
60 YEARS, THE BEST IN 
BUSINESS FORMS 








UARCO 


INCORPORATED 


REGISTERS 
AND REGISTER 
FORMS 


U-R-CARDS 
FOR IDP 


@ Service from experienced 
plants 





@ Nationwide service 






@ Continuing research to 
develop modern meth- 
ods, including IDP devel- 
opments, for modern 
management 





CONVELOPES 


FORMS 
HANDLING 
EQUIPMENT 


OTHER PRODUCTS 


BURSTERS and 
IMPRINTERS 


DELEAVERS 


SALES OFFICES IN 
ae ‘ ALL PRINCIPAL CITIES 
— , —_ , CONSULT YOUR PHONE BOOK 


LINE 
SELECTORS 
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GUARANTEED 
OFFSET PLATES 


eer Ceo 282 82 6 & 2 eS 


Reto, 


5 Each one matched to the job 


Every Davidson Plate is tailored to experiment. You know before- 
specifically to the job it must do. hand which of the three Davidson 
With three guaranteed plates to Plates will give your desired 
choose from, you have little need _ results. 


RUN OF THE MILL... Ideal for 

PHOTORITE shorter runs, quick production, and 

extremely low in cost. Only one step 

presensitized in preparation, and they are ready to 

PAPER PLATES go. Photorite Plates produce excellent 
solids, halftones, and line work. 


ECONOMY ... the most for your 

DUORITE money on long run work. A single 
solution desensitizes, develops, and 

presensitized gums the Duorite plate, all in one 


operation. Both sides of the Duorite 
2-SIDED ALUMINUM PLATES Plate are sensitized...ready to cut 


your plate costs in half. 


QUALITY ...for the exacting require- 

PERFECTORITE ments of ultra-fine process, halftone, 
and line work... with long plate life 

presensitized for extended runs. Halftone reproduc- 


GRAINED ALUMINUM PLATES tions have unusual snap and life... 
and results are consistently excellent. 


Guoranteed by FREE SAMPLE DEMONSTRATION. A Davidson Presensitized Plate Dem- 
the builders of onstration is yours for the asking. Write on your Letterhead. 

the finest small aoa 

offset ‘Qe / DAVIDSON CORPORATION 

ment in the A Subsidiary of Mergenthaler Linotype Company 
world. ail 29 RYERSON STREET, BROOKLYN 5, NEW YORK 
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Cut the Cost of Your 
Multiple Forms 25% to 35% 


by Switching from Hectograph 
Duplicating Masters to 


It’s a fact! Actual records of aleading forms 
supplier show that multiple part forms 
using Copyflex duplicating masters cost 
25% to 35% less than forms using Hecto- 
graph masters. Here are typical costs per 
thousand for two standard multiple part 
forms in quantities of 20,000: 


Hectograph Copyflex 
Unit Sets $58.20 $42.54 
Continuous $62.23 $37.07 


(BRUNING ) 
Copytlex ' 


Copies anything typed, written, 
printed, or drawn on ordinary 7 
translucent paper—in seconds 








r 
| 
| 
| 


Lorylexd 





ew Copyfles 
Model 100 


+498 


ies originals 
i inches wide by 
any length, makes 
up to 300 copies 
of different letter 
size originals per 
hour 











By switching to Copyflex, you not only 
make a big initial saving but you get the 
additional benefits of Copyflex. Copyflex 
duplicating masters are clean, translucent 
sheets. Copyflex machines are clean, quiet, 
No stencils, 
or hard-to-file 


odorless. messy inks, fumes 


Mail coupon for 


information on Copyflex 


masters. 
. Consult your 


local business forms supplier. 


Charles Bruning Company, Inc. Dept. 128 
4700 Montrose Avenue, Chicago 41, Illinois 


Please send information about Copyflex. 
Name _ Title 


Cc 








ad ? 
Address 


City__ 


be cans ene cues cme sane on 
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SNAP-A-PART 
FORMS 


gives you a complete source 
ae 


for business forms | / / \ Bie 


at your local supplier ae 
ct 2A 


zeae FORMS 


Ennis makes all of the most modern business aS 
‘*, 
forms in use today readily available to you- oo 


from your local supplie r. Ennis is one of the 
largest producers of quality forms for busi- é‘ tJ } 
ness use in the nation. It has the most mod- esse /f, SALESBOOKS 
ern and complete facilities for producing 
every needed form from the most modern 
Snap-out or Register forms to the full range 
of everyday forms. 
4 MANIFOLD 
This vast supply source is yours — right awe 
your favorite printer, office supply store, 
wholesale paper house or business forms 
dealer. And it’s yours at competitive prices 
from top to bottom of the line. 
GUEST CHECKS 
Whatever your business forms need — see your 
local supplier. He'll get what you want because 
ENNIS is his source of specialty produced busi- 
ness forms. 





TAG & SALESBOOK CO. 


ENNIS, TEXAS ¢ CHATHAM, VA. 
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This accurate, complete, handwritten message is 
delivered immediately on pre-printed business 
forms to selected locations, near and far, as 
it is written! 


The Newest Concept in Forms-Systems 


—— — ® 
= Sslan- SOP => 
By using ‘Instan-Form’ Telescribers you can employ continuous packs of pre-printed 


business forms designed to your individual needs. Here's how ‘Instan-Form’ will 
solve your communication problems and increase communication efficiency: 





@ Messenger delivery is eliminated — ‘Instan-Forms’ deliver themselves 


No multiple carbons are needed — copies are written at receiving stations as the 
original message is being written at a sending station 


@ ‘Instan-Forms’ fit existing accounting and control procedures 


Each message becomes a permanent record, in indelible ink, in the sender's own 
handwriting 


@ Forms are designed to your individual specifications 


Hundreds of businesses, large and small, have benefited with TelAutograph® Com- 

munication Systems, the only communication system that instantly and simultane- 
ously transmits handwritten messages to one or 
more locations, near or far. 


CORPORATION, Dept. 0 * 16 W. 61st St., New York 23 


Please send me brochures on TelAutograph’s 
use in: (Check Box) 

Sales Orders .......... 

Production Control 

Materials Control .. 

Quality Control 

Centralized Accounting 

Transportation Control 

Central Files .. 

Message Service . 


Without panes fae | have > ante 
analyst call . : 


NAME 








CITY —- s 





COMPANY____ — | 


‘ 

| 

STREET | 
| 

| 

| 








MANUAL OF BUSINESS FORMS 








X E R o G RQ A ee al Y (ze-rog-ra-fee) 


CUTS DUPLICATING COSTS! 


The fastest, cheapest, most versatile way to make masters for duplicating... 


Anything written, typed, drawn or printed For use in diazo type machine 


, translu- 
can be reproduced 


with photographic ac- cent intermediates can be made from any 


way 
raphy onto an offset paper master for run There is no limit to the versatility of the 
off of nm ultiple copies on an offset dupli dry, electrostatic xerography 


curacy in about three minutes by xeroer original ubject in the ame peedy 


process in 
cator. Original copy may be enlarged, re- paperwork duplicating applications. It 


1S 
duced or reproduced same size by xerog- now possible with xe rography 


to produce 
graphy in XeroX® copying equipment up to eight copies including an offset paper 
Copies can be made from one or both sides master or translucent master 


from one 
of original material by xerography xerographic image 


Send for case histories showing how xerography is cutting costs for all types of business 


THE HALOID COMPANY 
55-49X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


The fastest, cheapest, most versatile way to make masters for duplicating 


lH tll 
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New 
MARATHON 
BLACK 


HECTO MASTERS 
are 
clean 


The unpleasant stain and smear that 
once was the trademark of hectograph 
spirit duplicating is rapidly becoming 
a thing of the past—thanks to 
Columbia research and development 
New, Black Marathon Ready-Master 
Units are clean—clean because 
Columbia's exclusive ink does not 

blossom” on contact with the skin— 
clean because protective Supercoating 
covers carbon surface and all edges 
Yes, the results you can obtain from 
Marathon Black Ready-Master Units 

SEE / will prove how much Columbia 

as engineering has advanced the quality 
of hectograph duplicating 


If you've been using ordinary purple 
masters and have been tempted to 
scrap your spirit duplicating equipment 
in favor of some tricky new process 
don't do it until you have tried 
Marathon Black Units. You'll get 
cleanliness and quality you would 
never dare hope for from ordinary 


| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
= 


masters. Use the coupon below attached 
to your business letterhead to obtain 
your copy of the Free booklet Gy 

« > 


Quality Duplicating With “4 
Hectograph is 


ee ee ee ee ee ee ee oe eC 


| , 
| COLUMBIA RIBBON AND CARBON Merc Co., IN¢ 
| 9513Herb Hill Road, Glen Cove, N.Y 
Send booklet 

Quality Duplicating With Hectograp! 





Name 
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Today’s business control systems and transactions require numbering on such 


forms as Continuous Forms, Snap-Out Forms, and Register Forms. Whether the 
forms are pre-numbered at the time of printing or numbered after the forms 
are typed, Force has a unit to fit the need. 


FORCE 
Platform Machines 


for numbering carbon forms 
and duplicate masters... 


Force machines handle 

hundreds of complicoted 
numbering, dating or 

coding jobs and step 

up speed, efficiency 

end accuracy. When 

mounted on a plat 

form, any standard 

unit will give greater - 
production. Multiple-head 
machines make quick work 

of numbering multiple forms 
Combination machines which per- 
form several operations simultaneously 
save time and money. 


Straight MH 
(Convex head Rotary Heads 
e) ° 
ra for pre-numbering 
Forms printers count 
on Force Rotary Heads REGISTER FORMS 


Nine out of ten will I 

tell you that they can Zz 
number forms more 
accurately at higher speeds 


with the MH or DU heads. 


c D ~ ~ . Send for catalog of the ~~ 
(Straight oe famous FORCE line of a 
available) — ‘ hand numbering machines 


for every purpose. CONTINUOUS 


A. FORCE 


2IGONICHOLS AVENUE, BROOKLYN 8 


SNAP-OUT FORMS 





MANUAL OF BUSINESS FORMS 

















WATTS—standard of reliability 
since 1897—designs the form to 








fit the need. And prints the form 

to fit the design. Years of spe- 
cializing in snap-out and continuous forms have given us 
the know-how to help you streamline costly paperwork. 
Our custom-constructed equipment handles the printing 
of any form easily, speedily, economically—even forms 
presenting unusual production problems! 


COST OF HANDLING FORMS IN YOUR OFFICE: 
2,000% COST OF FORM ITSELF! 


Surveys prove full processing costs of forms in your office 
(including: purchasing, receiving, typing, distributing, recording, 
filing, storing and final disposal) are at least $20 for every 
dollar you spend on the forms themselves! SEE “DO’S AND 
DON'TS” ARTICLE in this Manual. WATTS checks your forms 
to eliminate costly, unnecessary mechanical adjustments, poor 
sequence of entries, ete. . . . many WATTS redesigned forms 
actually pay for themselves by cutting handling costs! 





SNAPSETS © CONTINUOUS Also, Complete Line Of 
TABULATING © WCR FORMS STOCK FORMS 
MULTILITH SYSTEMATS Send for catalog. 











For consultation, samples or prices—at no obligation— 
call or write today! 


BUSINESS FORMS 
216 William Street, New York 38, N.Y, WOrth 2-6220 


Plants: New York City and Belleville, Newark, Clifton. N. J ¢, . 
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The Macey Collator 


... which automatically gathers printed sheets 
and mixed pieces of varying weights and sizes... 


now sold & serviced by 


Pitney-Bowes 


Originators of the postage meter . . . leading 
maker of mailing machines ... with offices 
in 94 cities in the U.S. and Canada 
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This 8 station model will 
gather up to 32,000 pieces 

an hour... handles sheet sizes 
« 17"... Also 


available in 4, 12 and 16 station 


from 3° x5" to 12” 


models . . 


. Can be equipped with 


automatic stacker, and wire stapler 


bis 
. ee 
Fast & efficient work saver- 
Gathering or assembling by hand is 
slow and tedious, usually takes a lot of 
time, a lot of people, or both; disrupts 
office routine, diverts high salaried 
workers from their regular jobs. 
This new Macey Collator is highly 


efficient, easy to operate—can gather, 
stack and staple from 3,000 to 4,000 
sets (as many as 64,000 letter weight 
sheets) an hour on the largest model. 

It is wholly automatic, and extremely 
accurate. The top sheet is lifted by air, 
carried by suction to the conveyor 
tray. Each collated set is checked for 
thickness. A faulty set will cause a 
stoppage, which is indicated by lights, 
and can be remedied in seconds. 

This machine is worth its cost in 
convenience alone, and soon pays for 
itself in personnel problems avoided, 


time saved, and faster distribution and 
mailing. Hundreds of users find the 
Collator invaluable in assembling form 
letters, bulletins, price lists, catalogues, 
instruction manuals, etc. 

The Macey Collator is now backed 
by Pitney-Bowes expert service coast 
to coast. Call the nearest PB office for 
information, or send coupon for free 


& 


bat 


folder and case study. 
eeeeeeeeeeeees 
Free Booklet 
Pitney-Bowes, Ine. 

3401 Crosby St., Stamford, Conn. 
Send illustrated folder & case study 
Name 

Firm 

Address 
@eeeeeeoceaeeoeaeeeeeees 
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NEW FREEDOM IN FORM DESIGN 


Vandamme ©) -) | Meactotalallelerst- 


PES hore) 


ern repetitive writing system 
zh the use of the following 


hh-197500-L76-- Ef 
LBOK & 1K 


DAS Haplates DAT Abosser 

Specially alloyed tough aluminum plate with A high speed automatic embossing machine 

nine, high corrosion, chemically resistant colors. capable of embossing up to the 3x5 inch 

Replaces unsatisfactory and obsolete metal DASHaplate at the rate of 100 per minute and 

plates and other types of tags. A self-writing performing additional, simultaneous operations 

unit that writes and identifies. such as sequence numbering, code notching and 
other control functions. 


DASHawriter 66 


a 


DAT Awriter ir 


A pocket sized writing device used to make Used with DASHafluid for writing variable data 
impressions rapidly and accurately from pre- on DASHaplates and results in a weather, chemi- 
embossed DASHapiates on forms, lists, cards and cal and corrosion resistant plate. Can be erased 
duplicating masters 


w DBM 


DASHEW BUSINESS MACHINES INC. 
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to all AMERICAN LITHOFOLD Salesmen 


No. 31-X Subject: No. 7460 CARBON PAPER 


You have something much better than the usual to offer your customers 
on carbon paper and paper for use in making multiple copy forms. With 
our new No. 760 carbon paper, you can guarantee them a much larger 
number of sharp, clear copies than the usual! 


760 carbon paper, used with 16-lb. paper, easily gives 
1 copies on standard typewriter . . . 8 copies on electric 
typewriter! 


760 with 12-lb. #407 paper gives up to 12 copies on 
standard typewriter ... 22 copies on electric! 


Along with this versatile performance, No. 760 carbon paper delivers 
remarkably clean writing. This may contradict the experts, who say that 
if carbon paper is soft enough to produce many copies, it “splashes”, or 
“feathers”; while, if it is hard enough to hold sharp letter formations, 
it will not make many copies. 


760 does not feather and does not splash — it produces sharp-edged 
characters, which is well known to be the real secret of readability. Even 
on 4-part hand-written forms or Addressograph forms, 760 reproduces 
cleanly. It is popular for use on 2 and 3-part statement forms because 
it leaves no feed roller marks. 


This extra-sharp writing is partly due to the special paper stock used 
in making No. 760 carbon paper. We use a 9-lb. MG (Machine Glazed) 
sheet that has as much body as any other 9-lb. sheet (the standard tissue 
in the industry)—yet has only the caliper thickness of a 7-lb. stock. As 
a result, it “writes” according to its thinness, namely 7-lb. 


These are all important points that you should emphasize to every one 
of your customers. For further information, supply them with copies of 


Litho-Flash Bulletin No. 51, or have them write direct if they wish. 


AMERICAN LITHOFOLD CORPORATION 500 BITTNER st. | 
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w SPOT CApgoy its. 
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-_ RANSKRI 


THE PERFECT 
SPOT CARBON PROCESS 


e Does not dry out 
or deteriorate 
with age 


e For longhand, 
typing or any 
business machine 


e Eliminates carbon e¢ Does not smudge e For use on every stock 
sheets or smear from safety paper, to 
gummed labels, to 
e Makes 17 clear e May be applied in heavy ledger, to 


copies any shape or area tissue, to cardboard 


Ask Your Printer 
for Samples and Information 


TRANSKRIT CORP. SUPPLIERS TO THE 


TRADE ONLY 

633 5. Plymouth Ct. 704 Broadway 
Chicago 5, Ill. New York 3, N. Y. 
HArrison 7-0247 GRamercy 7-6700 
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Feed Lock-Out (arrow at right) makes 
Model 76 the ideal duplicator for systems 
and forms applications. Lock-Out permits 
single sheet feeding as it holds automatic 
feed inoperative. Push-Button motor 
switch in combination with Lock-Out gives 
you single sheet feeding and single revolu- 
tion operation with each press of push- 
button. Block-Our Slot (not pictured) lets 
you quickly and easily mask information 
on master so that any portion you desire 
to block-out will not reproduce. 


Ask your Conqueror dealer to demonstrate 
the Model 76 or send for FREE booklet, 
“Duplicating Problems Conquered.” 


RPC NG AIEOT 36 
eee, 


a He 


The first truly automatic electric 
duplicator with push-button 
control, All you do is push the 
button and motor and feed start 
operating, and last sheet through 
turns off both feed and motor 
automatically! The Conqueror 
Model 76 is the electric dupli- 
cator with unequalled features 
—at an unequalled price, 


1843 S$. Kostner Ave. 
Chicago 23, Illinois 
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ELIMINATE RECO INQ FIGURES 


@eeeeeeeeese eefoeeece 


oe 

‘ ' Daily Reports, 
Sales Slips, 

Labor Costs, 


Plant 
Operations, 
Expense 
Distributions, 
Production, 
) Branch 
», Office Reports, 
) Orders, 
2+) Inventory, 
Requisitions, 
> Financial 
Reports, etc. 


a 
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with Peg Board Forms The Peg Board Form is simple. 


It is punched to permit a number of 
forms to be assembled in overlapped formation, exposing a single like column of each 
form for easy cross addition. Figures taken from original source yields final totals. 
Eliminates copying of figures and errors in re-writing. 


ACCURATE, ECONOMICAL AND FLEXIBLE 


Let us review the possible application of Peg Forms for your business, without any 
obligation—or write for our manual, Peg Strip Analysis. 


weerreecwccesvcceccccsvccre"’; Specialists in business forms for prait Your 
ACCOUNTING MACHINES Forms 
DUPLICATING MACHINES to us for our 
INTERLEAVED CARBON FORMS  ‘¥Otation. 
PEGBOARD, GENERAL Sanco 
BUSINESS FORMS - 


To appreciate the many advantages 
and applications of Peg Board 
Methods, only an actual demonstra- 
tion can make it more apparent 


" 
‘ 
« 
+ 
4 
‘ 
‘ 
’ 
‘ 


20 YEARS of system printing 


reury Printing Company 
200 HUDSON ST., NEW YORK 13, N. Y. 
WaAlker 5-5604 


Represented Only in Conn., New Jersey, New York 
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To visit the new modern home 


of FORMS, INC... 


located ot the Willow 
Grove interchange of 
the Pennsylvania Turn 
pike. Come visit with 
us — you are alwoys 
welcome Occupancy 


October 1955 


WHEN YOU THINK OF FORMS —IT’S 
NATURAL TO THINK OF Fotms ine. 


That's what firms of all sizes in ever 


increasing numbers are doing. 


To better serve you, we are moving to 
larger quarters and adding new, high 
speed, precision equipment. Our com- 
pany is backed by over 70 years’ experi- 
ence in the design and manufacture of 
time, labor, and money saving continuous 


and snap-out forms. 


Alt poys to deal direct with the manufacturer. 


OTM A inc. i». 


Phila. Phone: JENKINTOWN, PA. 
Livingston 8-6300 Phone: TUrner 7-1000 


symbol 
of 

BETTER 

SERVICE 


OFFICES IN NEW YORK - NEW HAVEN - TRENTON - ALLENTOWN - WILMINGTON 








Designers and Manufacturers of 
Business Forms Exclusively 


Carbon Interleaved Forms... Unit Sets 
Designed for You... 2 to 20 parts 


Spot Carbonized ... Strip Carbonized 
Checks... Peg Board or Summary 
Board Forms 


No carbon paper required to make 
up to 8 perfect copies 


Business forms for every machine or 
hand use... printed or lithographed on 
high speed equipment at attractive prices 


The Workman Manufacturing Co. 
1200 W. Monroe Street « Phone MOnroe 6-6220 «¢ Chicago 7, ill. 
% Workman representatives are trained in Labor saving forms designed and monu- 


business procedures and systems. They are factured for you at low cost. 
olso printers and know production methods. 
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* 
WHICH (Adltquujohec REGISTER 


FOR YOUR HANDWRITTEN RECORDS? 


One of these special purpose machines may be the answer to 


a problem that exists now in your office —plant—or sales room! 


Model 15 Register 


This heavy-duty, beautifully styled ma- 
chine is suited for any counter opera- 
tion. Refolds audit copies into a locked 
comportment. Either crank or electrical- 
ly operated. 


Register and Cabinet Combination 


This mobile unit permits writing records 
“‘on the spot’’—wherever merchandise is 
located. The cabinet permits loading an 
entire carton of forms at once. 


For form samples, write for the 
“Portfolio of Business Forms.” 


Bantam Register with Transverse Feed 


Feeds two entirely different forms at 
once. Permits writing varying number of 
“item cards” for each transaction. ideal 
for order entry procedures. 


Register and Cash Drawer Combination 


This unit is populor wherever cash trans- 
actions must be accompanied by the 
preperation of a complete record of the 
items covered. 


DESIGNERS - PRINTERS SINCE |6863 
@ 


AUTOGRAPHIC BUSINESS FORMS, INC. 


HOBOKEN, NEW JERSEY 


223 7th Street, Hoboken, New Jersey 
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Yes, Rogersnaps are wonder- 
ful. They’re cleaner, faster, more 
efficient, and give clearer copies 
with no carbon fumbling or carbon 
smudge. Rogersnap offers a person- 
alized custom service to provide the 
right business form for every type 
of business. 


Because of Rogersnap’s more 
flexible service, faster delivery and 
individual attention to every cus- 
tomer’s needs, Rogersnap is rapidly 
becoming known as one of Amer- 
ica’s top business forms manufac- 


turers. In addition to special custom- 
designed forms, regular stock forms 
of Second Sheets, Repli-memos, 
W-2 Forms and Envelopes, Bills of 
Lading, Purchase Orders, Voucher 
Checks, Invoices, and Salesmen’s 
Contact Reports are offered. 


Once you've used, or sold, 
Rogersnaps you, too, will soon be 
saying, “Rogersnaps are wonderful.” 
Ask your supplier for Rogersnaps 
first. If he can’t supply your needs, 
write direct to us, and let us know 
his name. 


139 HOWELL STREET, DALLAS, TEXAS « PHONE Riverside 5816 
MANUFACTURERS OF CARBON INTERLEAVED BUSINESS FORMS 
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pencil carbon 


PLASTIC ON PAPER 


for pen and pencil copies 
@ Truly smudge free copy 
@ Two to three times longer wear 
@ More sensitive 
@ More copies at one writing 
Flat sheets or register rolls 
Colors: Blue — Black — Red — Semi or full coated 
Write today for samples 


MITTAG & VOLGER, Inc., Park Ridge, N. J. 
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The 

inner mech 

anism, always 

efficient, has 

been improved, simpli 

fied, built even more sturdily 

with new materials. No other model 
through the years has stirred so much en- 
thusiasm. In harmonious two-tone maroon 
grey. 


Ask 


and 


for demonstration 


HAMILTON ‘ 
PORTABLE REGISTER 


Carry it anywhere; it’s light, efficient— 
inexpensive. Holds 100 sets of complete 
forms. Produces clean legible carbon 
copies. 
Write for Catalog 

The more information you gather, the 
more you will appreciate Hamilton ad- 
vantages. 


THE HAMILTON AUTOGR 


HAMILTON, 
Established in 1887 
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The NEW HAMILTON 
HAR 


REGISTER 


Note the beauty and grace of this new 
Hamilton the newest of a long line 
of Hamilton Registers, famous 

for nearly Seventy years 


HAMILTON 
FORMS 


There’s a Ham- 

ilton Form for 

every purpose; 

all sizes, for 

registers, _ bill- 

ing, accounting machines, typewriters, 
etc. They are printed on the finest high- 
speed presses for accurate alignment. 
Insist on Hamilton Forms—preferred for 
nearly seventy years. 


APHIC REGISTER CO. 
OHIO 
Offices in All Principal Cities 
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NEW OFFICE-SIZE 


PECK & HARVEY 


CopyWMaster 


AMMONIA-DRY 


WHITEPRINTER 


Speed Operations 
in Office, Lab or Shop 





with Whiteprint Automation 


A Thousand or More Systems Forms or Copies 
per Hour — Slightly More than i¢ per Copy 


@ This modern dry process whiteprinter brings new time 
saving, work-saving efficiency in office procedures, purchasing methods, sales 
and production operations. With the new P&H Office-Size COPYMASTER, 
anyone can make exact, same-size whiteprint copies of forms, letters, reports, 
diagrams, drawings, etc.—from any translucent original—for immediate use 
Pays for itself over and over again! Specially designed width capacity of 
20-inch plus, for cut sheets or roll stock. Synchronized printing and de- 
veloping up to 30 ft. per min., with full stop and reverse control. Easy to 
install and operate, simple to maintain. Priced at $1295 © Send for Bulletin 
54C5. 


Other P&H whiteprint outfits from $69 


REPRESENTING 


Peck & HARVEY {<: 


5635 N. WESTERN AVE. * CHICAGO 45 
Since 1937 « Over 15,000 Machines in Use 
MFRS. OF WHITEPRINT, BLUEPRINT & PHOTOCOPY EQUIPMENT 
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light 


Let the best serve you... 
A REX-ROTARY 
D-270 DUPLICATOR 


You Dial Your Own Inking 
with the revolutionary 


\ at * m7 
\ “THinking Robot 


the only stencil duplicator with 
Selecto-Matic Ink Control. 
\ Everything is controlled aitomatically 
\ by the “Thinking Robot”... you'll mar- 
\vel how the REX-ROTARY magic dial 
vegulates the exact amount of ink for 
Light, Medium\or Dark copy without 
supervision .. . how a bell signals when 
it's time to insert @ new sealed ink car- 
tridge—no physical, contact with ink 
. . how it counts and stops automatically 
when the job is completed. 
See for yourself the greater accuracy in 
registration ... how quickly colors can be 
changed by simply wiping off cylinders. 
This ig made possible by the new REX- 
ROTARY principle of twin cylinders 
with silk-screen stencil-carriet, which 4 
eliminates changing of drums and messy . \ 
ink-pads. \ 


® REX-ROTARY NEEDS NO SUPERVISION. 


REX- 7o TARY 


19 West 31st Street New York 1,N.Y 
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as a Gingle, Convenient source 


for all your business forms requirements 


The Shelby Salesbook Company 
manufactures every type of printed ma- 
terial you use in your business. We can 
supply everything from stationary and 
simple record-keeping forms to precision 
forms for bookkeeping and accounting 
machines. For you, this one-source con- 
venience means savings in time and 
money. 

But there are other advantages of 
working with your local Shelby Repre- 
sentative. No mere order taker .. . he’s 


trained for his job, and his experience 
can help you effect money-saving im- 
provements. Through him Shelby’s 
extensive library of business forms and 
systems are always at your disposal. 

Finally, add Shelby’s reputation for 
economical, high-quality work and you 
have every reason for calling in your 
Shelby salesman and getting the facts 
first hand. We welcome your inquiry. 
Write today to Dept. 3. 


suites 7,. SHELBY SALESBOOK COMPANY sacs. on 
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Cut paper work costs 


the EASY WAY! 


Consult the man who knows modern office equipment 
and supplies best: Your local] stationer. His knowledge 
of the tools of management—such as Wilson Jones 
Record Keeping Essentials—can ease the pressure, 
speed the work and help reduce the cost of operating 





your office. He carries a large stock just for your 
convenience. He’s as near as your telephone. Call 
on him first. 


ye 


Products that save money for business 
...1n the orange boxes at your stationers 
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ke 
THIN POST BINDERS, PRESSBOARD COVERS, INDEXES 
for Marginal Punched Forms 


MANIFOLD 
BOOKS 


MACHINE POSTING EQUIPMENT: 

Indexes, Trays, Forms HUNDREDS OF FORMS: 
Accounting, Commercial, 
Sales and Professional 


WILSON JONES 


CHICAGO + NEW YORK «+ BOSTON + ATLANTA + SAN FRANCISCO 
In Canada: WILSON JONES COMPANY (Canada) Ltd., Toronto 1 
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REPLIMAT 


#5: -PURPOSE 
PAPER 
PLATE 


FOR 


1.DIAZO DUPLICATING 
2.MULTILITH DUPLICATING 


Make as many clear, sharp 
copies as you like from this trans 
parent pre-printed Replimat mas 
ter on your Diazo (Bruning or 
Ozalid) equipment. Then you may 
file it away for future use. No 
cleaning of ink, gumming or drying 

GUARANTEED necessary The Replimat paper 
plate remains perfectly clean and 


PERFORMANCE! dry. 


Later, fill-ins may be erased and 

changed whenever you’re ready for 

12 Precision-built the final run on your Multilith. 
Models to choose from There’s no need to run the master 
plate twice on the Multilith, with 

. $95 to $910 Plus Tax its attendant messiness, danger of 


blindness and spoilage. 








PLUS a Complete Line 
of Quality Supplies! 


MAIL COUPON TODAY! 


SEND FOR FREE SAMPLES OF 
REPLIMAT MASTERS TODAY 


We guarantee to reduce your costs 


The Replimat 2-Purpose Paper Plate is 
the heart of the Replimat One-Write Sys- 
tem. Ideal for sales order forms for food, 
grocery, liquor and package goods; inven- 
tory, replacement, spare-parts, export and 
import forms, etc. We also produce mar- 
ginally punched continuous forms, Teletype 
rolls and all business forms. We will de 
sign an operating system to suit your needs. 
Call for representative now! 


R EP iF IC A bg ORPORATI ° N 





7858 W. Hicks St., Milwaukee 14, Wis. 


Please send me illustrated foiders and com- 
plete information on REX-O-graph Fluid 
Duplicators and the name of my REX-O- 


| 

| 

| 

| 

| graph Dealer 
NAME 

| aporess 

| 


CITY & STATE 


| 
I 
| 
| 
| 
| 
| | 
| 
I 
J 
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A 

PAPER 
co 

~“ 


All Grades ) MULTILITH 

of DAVIDSON 
PAPER \ DITTO 
suitable for MIMEO 


STOCKED IN ALL SIZES 


For Letterpress and Offset 


LARGE STOCKS OF CUT SIZES — MILL WRAPPED FOR IMMEDIATE DELIVERY 


Write or call us regarding your paper requirements 


N PAPER MERCHANTS AND 
H. P, A DREWS PAPER CO. ENVELOPE MANUFACTURERS 


14 West Third Street, New York 12, N. Y. & GRamercy 7-3070 


Better Business Forr 


BONNAR-VAWTER 


e eeomek. Bek. # me me & 


CARBINFOLD FORMS 
delivers the finest in FANFORM SNAPAPART FORMS 
TABULATING FORMS 


IMPRINTERS, BURSTERS, DECOLATORS, STUB REMOVERS 


PLANNING SERVICE AND FACTORY 


1717 EAST 30TH STREET. CLEVELAND 14. OHIO 
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FORMS Rom 





|- Corre- 
a spondence 
Leeabewec| Invoices AVAILABLE 


A 


Blank 
——— fl ECONOMY 


— ‘Purchase 
| Order 


Check & 


IMPRINTING 


Dn an | Voucher 


(No Carbon 
Required) 


SPECIAL—NEW 
NCR SAFETY 
PAPER VOUCHERS 
NOW AVAILABLE 


Business forms speed all business— 
Lo-Cost Systems, Inc. speeds all kinds 
of business forms to you .. . per- 
sonalized with your logotype or im- 
print . .. special made-to-order forms 
on request, 


Write today for further information and prices 


LO-COST SYSTEMS, Inc. 


5207 Milwaukee Ave 
Chicago 30, Ill. Mulberry 5-4208 


Business Forms and Cards ©* Pressure 
Sensitive Tabbies and Labels © Indexing 


and Tape Dispensers 





IMMEDIATELY 


NCR IF DESIRED 


MANAGEMENT «+ a * METHODS 





for office 


PROBLEMS 


e SYSTEMS 

e METHODS 

© EQUIPMENT 

e PROCEDURES 


Read THE 


month. 


OFFICE every 
Concise, helpful ar- 
ticles on every phase of office 
management. THE OFFICE 
is the authority on progres- 
sive clerical management and 
equipment. 

One Year $3, Two Years 
$5, to U. S. and Possessions. 
Sample copy 35e. 


OFFICE PUBLICATIONS CO. 


232 Madison Ave., New York 16 
Also publishers of La Oficina (in Spanish), 
Office Equipment Exporter, and 
The Canadian Office. 
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THE FORMS YOU NEED 
DESIGNED 


SPECIALISTS FOR 25 YEARS IN THE DESIGN & MANUFACTURE 
OF CARBON-INTERLEAVED BUSINESS FORMS. 
Producers of 


Tabulating, continuous strip, snapout one-time carbon forms 
6 continuous & snapout-ty pe forms using NCR paper 





Offices in Principal Cities — Call Your Local Office or Write 


THE SNAPOUT FORMS CO. CHARDON, OHIO 


3 MODERN PLANTS TO SERVE YOU 





BONNAR-VAWTER 


INCORPORATED 


|| REGISTER FORMS 

|| SNAPAPART CONTINUOUS 
STRIP FORMS 

| NCR FORMS 

|| STOCK TABULATING 
FORMS 


delivers superior STRIP FORMS 
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BUSINESS FORMS 


ARE A SURE SIGN OF A 
PROGRESSIVE BUSINESS 


FOR INFORMATION ON 
CREATION & DESIGN OF 


INVOICES 
BILLS OF LADING 


PURCHASE ORDERS 
DEALERS WRITE FOR THE NAME OF OUR 
MAIL IN ORDERS DEALER NEAREST YOU 
OR FORMS FOR 


SPR FORMS FOR | MULTI-FORM SYSTEMS, Inc. 


NOW 608 NORTH 21st STREET 
ST. LOUIS 3, MO. 




















Phonetical, 


File Guides Alphabetical, Geographical, Numeric al, 


subject or other systems. All standard or special 
sizes: Plain, Printed, Metal, Plastic and Celluloid Tabs. 


MAGNIKOL —THE MODERN GUIDE 
Magnified Visibility-—-Space Saving——Full Visibility 
Full Color Control 4 Sizes of Tabs —6 Colors 


Write for Demonstration Sample 


File Folders All kinds, sizes, grades and weights, straight or tab 


cut, regular or reinforced. Plain or printed with or without fasteners. 
Custom made to your requirements on high speed equipment. 


Send sample or draft of unusual folders for quotations. 


LPT KOLLER & SMITH CO., Irc. 

Business Equipment, Systems, Forms ond Supplies 

: 41 CHAMBERS ST., NEW YORK 7,N.Y. 
Telephone Digby 9-3388 


For Precision Printed Record Forms See Other Advertisement on Page 157 
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Methods Experts Use the DUPLI-TYPER 
Inked Ribbon Attachments 


roe 1. For Continuous Form Work 


- WI ° 
Increase Production 


Reduce Costs 
Adaptable to all Machines 
y Make INKED Copies 
Makes tall | } Eliminate Carbon Paper 
1 Original * \ ~~ @ Low Cost . 
and \\ 8 ¢ ri aad 
4 Duplicates ®& ; housands In Use ai 
with 7 / 
INKED N For Many Years / 
RIBBON 


2. For Bookkeeping Machines 


PAYROLLS, JOURNALS, LEDGER 
AND STATEMENTS, ETC. 


Make INKED Non-Smudging copies 

@ COMPLETE VISIBILITY of entries 
Eliminate Carbon Collation 
Eliminate Carbon Jackets 


DUPLI-TYPER COMPANY, 456 Fourth Ave., New York 16, N. Y. 


+ 
J 


Z 





Mark of 
Best Values in 
Better Business Forms 


BONNAR-VAWTER 


i) Om On. a Om. om Mi —a ©) 


delivers a complete line of 


STANDARD FANFORMS AND STRIP BUSINESS FORMS 
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STATIC 
k) I OP ECTRICITYS 


ORIGINAL 


USED REGULARLY 
IN THE LARGEST 
PLANTS IN THE NATION 


$3.22 CAN + $30.29 CASE 


STATIKIL 


1220 WEST 6th ST. + CLEVELAND 13, OHIO 


— A DIVISION OF THE J. E. DOYLE CO 


Established 1914 





a 


=") COMPLICATED 
4 CHECKS 
a and 


at y 


~ ge | VOUCHERS 


One-Time Carbon or Spot Carbon Backs 


We Manufacture checks for all accounting machines 
National Cash Kegister, Remington Kand, Monroe, 
Burroughs 


Exceptionally Fast Deliveries! 


Let us quote on your next forms job. Com 
pare our prices, workmanship and service 


HYGRADE 


PRINTING & STATIONERY CO. INC. 


121 Varick St., New York 13, N. Y. 
Algonquin 5-4530-1-2-3-4 








BONNAR-VAWTER 


invites 
DEALER inquiries 


Meet every need with the most 
complete line of Fanform and 
Strip Business Forms—and 
render a service that builds 
customer satisfaction. Next time, 
try Bonnar-Vawter first! 

Ask about Standard W-2 Forms 


1717 E. 3OTH ST... CLEVELAND 14, OHIO 


Telephone: PRospect 1-1670 








For Office Managers, 
and Controllers 


FREE Examination Offer! 
TECHNIQUE OF SYSTEMS AND 
PROCEDURES. The Standard Book 


on Systems. ${ 00* 
345 Large 7" x 9" Pages. 5 


Over 85 Illustrations. — Easy Reading. 


HOW TO MAKE A PROCEDURE 
MANUAL. Tells All About Proce- 


dures. $B}.50° 
145 Large 8!/2"" x II" Pa- 
ges. 22 Full Page Illustrations. 21 Exhibits. 


*Free of shipping costs when check ac- 
companies order. Same Free Examination. 


You may examine these books FREE for 
Five Days and return them without 
obligation for any reason at all. 


OFFICE RESEARCH institute 





P.O. BOX 744 MIAMI 43, FLA. 
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NOW... SHIPPING PAPERWORK 
SIMPLIFIED TO CUT COSTS 


New WEBER TAB-ON STENCIL is typed with forms, 
then used to address labels, tags, and direct-to-containers 


Before your product can be shipped, 
paperwork must be made out and con- 
tainers addressed, Here’s a system 
that will help you do both in less 
time, with less labor. 

Typist sticks Tab-On Stencil to bill- 
of-lading or invoice form over the 
“Ship To” area. In one typing the 
forms and stencil are prepared with 
the ship-to address. Then the Tab- 
On Stencil is sent with the shipping 
copy to the shipping department 
where it is clipped over the pad of 


another 
| Weber | 








i ieaicttitniciinrniniintcitiiniaciainiitieals 


system ' ci 


WEBER LABEL AND MARKING SYSTEMS 
Div.—Weber Addressing Machine Ce. 
Mount Prospect, Illinois 


MAIL FOR FOLDER ON TAB-ON SYSTEM & RJ-1 HAND PRINTER 
Company— 
Ea ee eae 


acs cctiacadnetenaiassntntaieiciits 


an RJ-1 Hand Printer. After oper- 
ator addresses the necessary labels, 
tags, or containers at the rate of 40 
to 50 per minute, he destroys the 
stencil. Final result: typing time 
saved, shipping errors eliminated, 

costs cut. 
FINEST HAND PRINTER IN USE TODAY-—WEBER RJ-1 
y Fast, clean. Reservoir holds 
enough ink for 7,500-10,000 


prints. Can be supplied with one 
or two counters for count control. 


t 


EE 


WEBER LABEL AND MARKING SYSTEMS 
Dept. S-E, Mt. Prospect, Illinois 


| 


re | 
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WAUSAU PAPERS... 
PRINT EASIER, WORK BETTER, LAST LONGER! 





No wonder business houses are steadily increasing the use 
of WAUSAU PAPERS for office forms. 


WAUSAU BOND or EXACT BOND for general office forms, 


letterheads and envelopes; for writing, typing and printing. 


WAUSAU MIMEO BOND or EXACT MIMEO BOND for 
stencil duplicating. Expressly made for clear, sharp, easy- 
to-read impressions, fast ink penetration. 


WAUSAU DUPLICATOR or EXACT DUPLICATOR for best 


results with spirit and gelatin process duplicators. 


WAUSAU LEDGER or EXACT LEDGER for general posting 


record forms. Made for greater strength, opacity, erasibility 
and durability. 


WAUSAU OPAQUE OFFSET idea! for lithographed and 


printed forms requiring opacity for two side work. 


WAUSAU INDEX BRISTOL for card record forms. Excellent 
for typewriter, billing machine, pen and ink, eraser; smooth, 
uniform, strong and tough enough to resist frequent 
handlings. 


All WAUSAU PAPERS are made from highest quality virgin 
OUR 56th YEAR fibre. They are tub-sized, full-bodied and free from lint. 


WAUSAU’S complete line is available 
nationally through authorized distributors. 


WAUSAU PAPER MILLS CO. 


Artisans of Fine Papers 


Executive Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 


Mills at BROKAW, WISCONSIN e Member - Wisconsin Paper Group 








BUSINESS FORMS 


The Tools of Management 


USINESS FORMS are instruments or tools of management by means 

of which something is performed or effected. These instruments or 

tools are of course not made of metal. They are made of paper and 
carbon paper, but they are nevertheless tools. They provide the answers 
to the questions: What? When? Where? How? Who? and Why? Business 
forms show people what to do, when to do it, where to do it, how to do it, 
how much to do, and who is to do it. They provide a detailed record of the 
transaction for all the interested parties by showing what has been done, 
when it was done, where it was done, for whom it was done, how it was 
done and how much was done. 

In some small businesses, verbal orders alone may be used but written 
records, even in the smallest business, are definite and will minimize 
chances of misunderstanding. Business forms are permanent and there- 
fore provide a record that can be easily checked. They are indispensable 
in larger and more complex businesses. 


WHO? WHAT? 


WHERE? 














Order No 


e ox When Wanted 
QUANTITY DesecBeirvpTice \ 


4 Manr<1 fhowtr MeL. ae f Pree ttaanlangg 











BuDGET COBTSBOL 





| Balance Available § J 60 - 








3) Amt this Purchase § /59 — 


a a Remaining Bocas § 700 — 

















\ 

HOW MUCH? maw APaneR \ 
Control to keep Who has the 
expenditures authority to 
within plans. approve? 


This requisition form illustrates a form's ‘what, when, where, how, who, and why.” 
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Imagine if there were no such thing as a business form and if all 
instructions to employees, customers or any other party had to be 
written out similar to the way a letter is written. How difficult it would 
be to run a business. Some of the information needed to manufacture 
an order might be overlooked because dozens of items couldn’t be col- 
lected and organized in a uniform manner in every instance. Fre- 
quently essential information would be overlooked. 

A business form does the following: 

1. It outlines the information to be recorded. 

2. It specifies the space in which information is to be written so that 
it can be easily located. 

3. It provides copies for the parties and departments concerned so that 
each can carry out its part of the transaction. 

3riefly stated, forms provide an economical and efficient way to write 
instructions in any business or business system. The form and the system 
are tied together since they provide the information needed by manage- 
ment to operate efficiently. The form is the management tool that makes 
the system work. It gives directions, supplies specific answers and insures 
that the rules of the business system will be followed. 

Take for example, the purchase of material by a buyer from a seller. 
3asically two parties are involved and both want to know certain things 
about the transaction such as the quantity, price, description of items, 


how much material is to be shipped, when it is to be shipped, etc. Other 
parties such as the buyer’s accounting and receiving departments also 
have an interest in the purchase since it affects their function and they 
should be supplied with certain information if they are to function 
efficiently. When these conditions are met we have a business system. 


3y properly controlling the design and construction of business forms, 
management can to a large extent regulate clerical operations by con- 
trolling the paperwork involved. It is important that proper attention 
and consideration be given to the design of each form since many hours 
of work can be saved or wasted as a result of properly, or poorly, designed 
forms. 

There has been a tremendous increase in clerical work during the past 
15 or 20 years. It has been estimated in industry that today for every $1 
spent in the purchase of forms an average of $17 is spent in the clerical 
work of processing and filing forms, not including the cost of the pro- 
cedure of which the forms are a part. The use of properly designed and 
constructed forms can greatly reduce and keep to a minimum these 
clerical and processing costs. 

Too many forms in use today do not take advantage of the many simple 
techniques of forms design which can eliminate costly inefficiencies. Too 
many forms are improperly designed and subject the clerical worker to 
undue eyestrain, permit too much space to be taken up by printed data 
not leaving enough space for information to be filled in, omit or contain 
vague instructions for filling in, and omit the routing instructions of the 
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form’s parts. These and many other shortcomings in forms design, which 
occur too frequently and go unnoticed, are bound to result in wasted 
clerical manhours. 


FORMS DESIGN 


IKE ALL TOOLS, forms should be designed and constructed for the 

job they are to accomplish. To obtain efficiency, two basic factors 

should be well planned: (1) Design of the form—what is printed on it; 
(2) Construction of the form—how it is made. The conditions that 
govern these factors are (1) How the form is written; (2) How it is 
handled after it is written. The following elements of good form design 
plus the application of a little ingenuity should result in the creation of 
efficiently designed business forms. 

Form title. It is important that the title or name of the form be 
printed on it for purposes of identification. The title should be short 
but sufficiently descriptive to indicate the function that the form is to 
serve. Frequently one clerk is called upon to prepare several different 
forms which are similar and closely related. Printing the title promi- 
nently will materially aid in achieving fast and accurate selection of 
the correct form. 

Form number. The purpose of the form number is to specifically iden- 
tify a form. It is particularly helpful when a form is received, when 
issued, and when it is referred to in written procedures. Frequently it is 
a number arbitrarily assigned from a form number register that has no 
functional significance. It can however have a functional nature in 
that it can provide an easy means of keeping track of revisions and there- 
by identify which is the latest form. For example, Form Number 123 
could be assigned to a form for its first printing. If at some subsequent 
printing a revision is made, the letter “A” can be added after the form 
number changing it to 123A. The next revision would change the form 
number to 123B and so on. 

To carry the functional idea further it is frequently possible and 
practical for the form number to identify the general function of the 
form as well as identify the form itself. Such a functional form number 
could be comprised of four parts: 

1. The prefix letters identify broad functions such as plant account- 
ing, general accounting, accounts receivable, etc. 

2. The first numerical number identifies particular functions such as 
petty cash, storeskeeping, planning and scheduling, etc. 

3. The second numerical number identifies the form within the par- 
ticular function. 

4. An alphabetical suffix indicates a revision. 

The complete form number is written as follows: PA 21-1B. PA (plant 
accounting), 21 (petty cash), 1 (identifying number), B (2nd revision). 
Along with the form number are frequently included the quantity printed, 
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HAMMERMIL( FORM LAYOUT SHEET © 
ELITE TYPEWRITER SPACING ; 


A spacing chart is helpful for drawing forms copy to be submitted to a printer. Usually these 
charts are printed for pica and elite typing, ruled horizontally and vertically. 


date of the printing, and on some occasions the purchaser’s order num- 
ber. Printed quantity and date provide a fairly accurate measure of a 
form’s usage. 

Form spacing. The writing method or the forms writing machine will 
be the principal factor in determining the proper spacing of the lines. 
Both horizontal and vertical spacing is a factor. If forms are to be 
filled in by hand, 14” spacing is considered standard. Single typewriting 
spacing is usually inadequate for longhand. If the same form is used 
for both longhand and machine entry, double typewriting spacing should 
be used. The “throw” (distance between writing lines) on most office 
machines is six lines to the inch, but some forms writing machines 
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are geared to space in tenths of an inch. Where necessary, forms writing 
machines can be geared to any throw on special order to the manufac 
turer. This is usually not an expensive manufacturing operation and is 
frequently a very useful feature since it may be possible to adjust 
from 3 to 4 lines per inch and achieve a 331% increase in writing lines. 

In providing proper vertical spacing, allowance should be made for the 
maximum number of characters: 14” per character is considered adequate 
for longhand entry. Vertical spacing for machine entry forms should 
be established according to the vertical spacing or “pitch” of the machine. 
A machine’s pitch is determined from the number of characters to the 
inch in a horizontal line. Vertical spacing can be based upon 1/12” pitch 
(12 characters per inch) for elite typewriter type, and 1/10” pitch 
(10 characters per inch) for a pica machine. The form designer should 
check the type of machine on which the form is to be written and not 
assume that the type style on the machine indicates the pitch since some 
vertical spacing can be of a special design. 


PURCHASE REQUISITION 


MPORTANT 


—_—_— ee 


A form showing instructions for routing and for filling out. 


Placement of instructions. There are two kinds of instructions that 
may appears on a form: (1) those that instruct how the form is to be 
filled out, and (2) those for routing the form or its parts after it has 
been filled out. It is always good practice to place the instructions for 
filling out at the top of the form where they will be noticed before the 
form is filled out. Instructions for routing the form or its parts can be 
placed at the top or bottom of the form depending on its design. Fre- 
quently colored inks or italic type are used for printing instructions to 
avoid confusion with the form proper. 

Sequence of entry provides the best single measure of an efficient form. 
All the information to be filled in on the form should be analyzed to 
determine the most efficient writing continuity. Arrangement of entries 
should be orderly and practical. Related items should be grouped for 
ease and speed in making entries. Items should be laid out to make entry 
and reference as fast and accurate as possible. The logical sequence 
and grouping of related items speeds up entries and simplifies reference 
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Horizontal sequence of entry. To obtain the ideal typing sequence, 
forms should be planned so that the eye follows the natural left-to-right 
reading movement without jumping around to find all essential informa- 
tion. This is especially true of an application, or question-and-answer, 
type of form. Two popular methods used to obtain a horizontal sequence 
of entry are the straight line principle and the box principle. Proper use 
of these principles not only improves the physical appearance of the form 
but, more important, makes the form easier to understand, easier to fill 
in or answer, and faster to process. 

1. Straight line principle utilizes straight rule lines as a visual and 
writing guide and sets off each required entry. 

2. Box principle utilizes both horizontal and vertical ruled lines to 
assure that written entries are confined to each enclosed area or section 
formed by the ruled lines. 


This method of making up rules is more com- Rules set under the type lines are easier for 
monly used but takes the printer more time. printer to make up. 


This layout is less confusing to the eye and allows more space for writing. 


Uniformity of design. If the information is taken from a previously 
written form, or is later transferred to another form, it is important that 
the sequence of items on the two forms be the same. It is seldom that 
justification can be found for not following this rule. In many instances 
information placed on a form is copied from another form. If the typist 
does not have continuity of reference between forms, speed and accuracy 
are impaired. This would be the case with a purchase order which is 
normally copied from a purchase requisition. The items on the purchase 
requisition and on the purchase order should be relatively in the same 
sequence to reduce or minimize waste motion caused by searching. 


Blockouts. If it is undesirable to have certain data appear on certain 
copies in a set, the use of a printed blockout pattern is a simple tech- 
nique that will accomplish this result. Blockout areas obliterate the 
data written in this area by making it illegible. 
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A blockout pattern A suppressive pattern 


Suppressives are similar to blockouts, but differ in that suppressives 
do not completely blockout information. Suppressives will take care of 
situations where it is desirable only to suppress information and the 
information suppressed still remains legible. 

Use space wisely. Be certain there is sufficient space for individual 
entries. Avoid unneeded borders and decorative rules to allow continua- 
tion of writing into margins. Make provisions for overflow or continua- 
tion of information to a designated space if regular space is inadequate 
in some instances. 

How is form to be filed? Many times one or more parts of a form 
are to be bound in a book. In other cases, forms are punched and placed 
in a binder. In some instances, forms are placed in file folders or special 
filing equipment. Find out whether the filed or bound copies are to be 
referred to alphabetically, numerically or in chronological sequence so 
that the design of the form will permit quick and easy reference. 

Function and distribution. Each part in a forms set is intended to 
convey information about the transaction to some department or person 
and the routing of each part should be indicated. The more important 
carbon copies should be placed in the set so that the data will be clear 
and sharp for those who most need it. In a set with a comparatively 
large number of parts, the last few copies in the set will be the lightest 
and consequently less legible than the first copies. 

Type changes between parts. Changes in type composition from part 
to part in a set enable the form to accomplish more than one purpose. 
In some cases it is desirable to have special instructions written on certain 
parts in a set to clarify their purpose or use. The use of rubber stamps 
can be frequently eliminated to save time and provide a more economical 
operation. 

Constantly recurring information like “Terms—Net 30 Days,” etc., is 
frequently typed or written on forms such as invoices. Many times this 
information can be printed on the form and result in a saving of time. 

Backers. A reduction in form size or additional writing space fre- 
quently can be obtained by placing instructions and such information 
as terms and conditions on the back of one or more parts of a set. It is 
often desirable to print this backer copy in gray ink to minimize the 
“show-through” of backer copy on the face of a form. 

Paper weights and grades to be used are determined by the handling, 
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filing and routing of the form. For certificates, checks and other valuable 
papers, rag content bond papers should be considered because of high 


quality and permanence. If the form is to be handled by many people, 
index or ledger papers should be considered because they are tough, dur- 
able and easy to handle. If a set contains many carbon copies, the weight 
of the paper is particularly important in order that clear legible copies be 
obtained. Generally bond papers provide ease of handling and sufficient 
durability, and offer the advantages of compact filing and many carbon 
copies provided lightweight bonds are used. 

Grain of paper is determined by: 

1. Whether or not the form must roll around the platen of a business 
machine. This is particularly important for ledger and index paper stocks 
because of their rigidity. The grain should run parallel to the platen of 
the machine. 

2. Whether or not the form is filed vertically. If it is, the grain should 
be vertical to help the form maintain an upright or straight position in 
the file. 

It is not always possible to have the grain run parallel with the platen 
of the machine and also be vertical when the form is filed. A test should 
be made to determine which of the two operations will be least incon- 
venienced because of improper grain direction. 

*aper colors provide an easy method of distinguishing the various parts 
of a set so that they can be properly routed. A color becomes identified 
with a department or person. Some companies have adopted a colored 
paper to identify themselves with their trade. For example, they use 
a light blue for invoices and a pink for credit memorandums. 

Number of carbon copies. The accompanying chart may serve as a 
guide in determining the number of carbon copies obtainable when using 
various weights and kinds of papers. Keep in mind that it is only a guide 
since the machine, the size and style of type on the machine, and the sen- 
sitivity of the carbon paper will have an effect on the number of 
satisfactory carbon copies obtainable. 





NUMBER OF CARBON COPIES OBTAINABLE (IN ADDITION TO ORIGINAL) 


TYPEWRITER 
OR BUSINESS NOISLESS ELECTRIC 
PAPER WEIGHT MACHINE TYPEWRITER TYPEWRITER PENCIL 


Bond 12 |b. 6—7 4—5 7—9 
Bond 13 Ib. 4—5 - 6—8 
Bond 16 Ib. 3—4 5—7 
Bond 20 Ib 2—3 4—5 
Bond or Ledger 24|b. | 3 
Onionskin or 7 Ib. 8—10 12—14 
Manifold 9 Ib. 6—8 - 9—12 
Bible Paper 5 lb. 12—14 16—18 
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Carbon paper. Many types of forms may be interleaved with one-time 
carbon or one of the several types of carbon-saving devices may be used 
along with conventional carbons. The choice is governed py such factors 
as the time saved in setting up carbons, need of carbon for subsequent 
entries, types of writing machines and overall carbon costs. Where a 
large number of copies are written on certain types of machines, actual 
tests should be made from a paper and carbon dummy. The number 
of copies, the machine and the size and style of type on the machine will 
determine the weight, sensitivity and color of the carbon paper. Carbons 
are available for each type of impression: handwritten, typewritten, 
tabulating machine, bookkeeping machine, addressing machine. All these 
types are manufactured in many degrees of brilliancy and sharpness as 
well as different price grades. The subject of carbon paper and carbon 
paper specifications are more fullv covered in the section on carbon paper. 

Designating distribution of parts of the set. For simplicity and ease 
of system operation it is desirable to identify the various parts in a 
set for distribution purposes. Colored papers provide the easiest method 
of identification, but marginal words, colored inks and designating figures 
in the body of each part also provide identification for sorting. 

Variable number of copies. Invoices, purchase orders and other types 
of transactions at times require extra copies. Analysis should be made 
to determine if it is economical to include the extra copies as part of all 
sets or whether extra single sheets should be used as and when the 
extra copies are required. Sometimes it is desirable to use a combination 
of sets to provide for all of the variations. For example some transactions 
may require 6, 7 and sometimes 8 copies. In this instance, a 3-part set 
and a 4-part set will answer all possible variations. 

Single part to serve two or more purposes. Analysis of the system 
may show that one copy in a set can be routed to two or more departments 
or persons without interfering with the efficiency of the system. This 
makes it possible to reduce the number of parts in the set. 

Fitting standard housing units. When designing forms, do not overlook 
the available storing and filing facilities. With rare exceptions, forms 
can be designed to fit standard filing cabinets which are made to hold 
paper 84” x 740”, 845” x 11” or 812” x 14”. Index card files are available 
in standard sizes of 3 x 5,4 x 6 and 5 x 8. Loose leaf binders and ledger 
card posting trays are also available in standard sizes which should be a 
factor in determining the size of the form. Variations from standards are 
expensive and frequently present problems in filing and handling. 

Window envelopes should be used wherever possible. Forms going 
through the mail should be carefully examined to determine whether or 
not a window envelope can be used. If a window envelope is used, 
fold marks should be indicated on the form so the operator will know how 
to fold it to fit perfectly into the envelope. Window envelopes offer a 
number of advantages, but two are particularly important: 

1. Eliminate addressing the envelope since the name and addre 
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appearing on the enclosure are seen through the window. While window 
envelopes cost approximately 20% more than regular envelopes, the 
cost of typing addresses on envelopes is considerably more than the 
difference. 

2. Eliminate the possibility of getting the enclosure in the wrong 
envelope. If window envelopes are used the name and address on the 
form must appear exactly in the correct position. Fold marks as well 
as address-locating marks can be printed on the form if the folding 
and address position cannot be easily located. 

Most forms which are at least 544” wide can be designed to fit window 
envelopes. The window can be placed in almost any position within postal 
regulations as long as the folded form fits the envelope with no chance of 
the address moving out of sight through the window. Use a sample window 
envelope to try a dummy of your proposed form. Remember that the 
fewer folds required, the more time and labor saved. 

Postal regulations cover the position of the window and the design 
of the form enclosed in the envelope. These factors as well as the 
kinds of envelopes, sizes, etc., are more fully covered in the section on 
envelopes. 

Simplifying and combining related forms. A properly designed form 
will result in writing the maximum information in one operation which 
results in savings through reduced typing time, simplification, and by 
eliminating the possibility of errors in retyping information. The ulti- 
mate objective of most systems analysis is to incorporate as much infor- 
mation as possible into a one-writing operation. The extent to which 
this is accomplished is an important measure of the efficiency of the form. 


Before combining. Forms at left combined. 


This combination of related forms, to allow one typing of all, and the im- 
proved design saved 1,973 manhours with a payroll value of over $2,200. 
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HOW TO DESIGN FORMS FOR WINDOW ENVELOPES 


The address area can be shifted to almost any desired position provided the form fits snugly 
into the envelope without the possibility of slipping out of registration with the window. Always 
fit the form layout or proof in a sample window envelope. Keep folding simple. 
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| Address in center for one fold in center. 
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Address at top requiring two folds. Use marks to 
assist in accurate folding. 




















Address at bottom for one fold in center. 
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Some Timesavers in Forms Design 


Check boxes. When answers are limited to direct questions such as 
“yes” or “no,” “prepaid or collect,” “married or single,” etc., considerable 
time is saved by the use of check boxes. The copy can be a single 
word, phrase, or a complete sentence. This technique also saves time 
in interpreting the answers entered on the form. With check boxes, one 
form can cover several branches or locations and identify the branch 
at which the transaction took place. One method that will accomplish 
this is to place a small check box beside each branch address so that 
the operator can check the location at which the transaction takes place. 

Be careful of columnar groupings of check boxes on multiple-part forms 
if registration from part to part is close or if it is apt to be poor. If the 
“*x”’ or check-mark does not register properly in its intended box on sub- 
sequent parts of the form, it may be misunderstood to apply to a box other 
than the one for which it was intended 





CORRESPONDENCE INSTRUCTION FORM 
ATTACH SECURELY BELOW HEAD OF LETTER 




















A form containing check boxes and preprinted information 


Preprinted information eliminates the necessity of writing frequently 
repeated items and saves time. If the form is typewritten it is frequently 
desirable to set the preprinted items in a typewriter face to give uni- 
formity to the finished form. Other advantages of preprinted items are 
the advertising or promotional value obtained, accuracy of description, 
and accuracy and ease of analysis. The same item will appear in the 
same place on every form. 
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Tabular stops. Design the form to take full advantage of the facil 
ities of the writing machine. Vertical spacing on the form should 
correspond with the machine’s spacing and as many items as possible 
should be aligned with a common tab stop. 
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The cross-marks indicate location of tabular stops on this form. 


Indicating targets are guidelines or marks printed on the form to 
designate a limitation for writing data. If a form includes short carbon 
or striped carbons, it is desirable to place targets on the original copy 
so that the operator will know where the carbon ends on subsequent parts 
in the set. Targets are also desirable to indicate the typing positions o1 
changes in composition on internal parts of the set. 


Visual guides and aids can be used to facilitate quick and easy identi 
fication, ease in filling out form, and quick and easy reference. In unruled 
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Heavier rules used as visual guides. 


forms, allow additional space after every fifth line. On horizontally ruled 
forms, make every fifth rule heavier in weight. On vertically ruled forms, 
use a heavier weight rule to divide major sections. 

Readability of text. Capital letters are not recommended for lengthy 
copy because they are hard to read and take up more space. Upper and 
lower case type is easier to read and saves space. Long lines of type 
are harder to read so heavy text should be set in two or more columns 
of shorter measure. Use changes in type styles to get attention or signal 
important information: italics, bold, underscoring and type dingbats like: 





> * ” -, etc. Printing certain type matter in a different color ink 
alsu attracts attention. 

Area for description. Incompletely drawn rules in the body is a 
good way to provide maximum description area and flexibility when using 
the same form to handle different products or operations. 


4 


J neeme) sewer een! 


queuvity guseen | Sate | “er [ort | ove | snes | | Site | 











Incomplete rules provide maximum description area and flexibility. 


Some of the basic principles of forms design as applied to handwritten 
and machine-written forms are indicated in the accompanying illustra- 
tions which point out what can be accomplished by following the simple 
rules of good design. Design principles are basically the same for loose 
forms, carbon interleaved unit sets, continuous forms, duplicating master 
forms and other specialty forms. While physical construction and manu- 
facturing techniques may vary, they do not affect the design on the face 
of the form. 
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DO’s AND DON'Ts 
OF GOOD FORMS DESIGN 


DON'T 


DO 


Do leave sufficient space around 
company name for good appear- 
ance and to avoid conflict with 
typing. Never type above a head- 
ing, seldom at the side. 

Do try to arrange typing in 
same, or related, sequence as on 
original form or work sheet. 
Do try to arrange typing in 
horizontal sequence, on as few 
lines as possible, preferably with 
printing above each entry. (Har- 
monizes with best typewriter ac- 
tion, uses full width of form, im- 
proves reference ) 

Do arrange typing in relation to 
other entries and vertical col- 
umns so tabulating stops can be 
used fully. 

Do place all entries on proper 
vertical typewriter spacings and 
be consistent, using double spac- 
ing, wherever possible. (Avoids 
line adjustments, lost time, messy 
work). 

Do place important references 
(numbers, dates, etc.), where 
they can be referred to best in 
binders and files. 

Do place terms, conditions etc 
where they receive attention but 
do not crowd or slow up the typ- 
ing. Use open space in heading 
or below last convenient typing 
position. 

Do relate all spaces and columns 
to the maximum entry (but don’t 
add more than one or two 
spaces). 

Do use abbreviations, codes, 
“keys” to conserve space and 
typing, improve speed. 

Do place single, or constant en- 
tries in heading, avoid repetition 
in body. ” 
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DO DON’T 


Do print recurring or rubber 
stamped items on all forms. 

Do use checking boxes beside 
printed items to indicate alter- 
ternate handling, method of ship- 
ment, ete. 

Do use window envelopes wher- 
ever possible (saves time and 
avoids misdirection of mail). 

Do avoid excess form depth and 
unnecessary mailing folds. 

Do place binding holes on copies 
under heading wherever possible 
for economy. 


COPY PREPARATION FOR FORMS 
REPRODUCED IN AN OFFICE 


HE USE OF office duplicating equipment for forms reproduction has 
led to the development of methods and techniques for the preparation 
of copy for this type of reproduction. Many of the more simple office 


forms are today being reproduced by offset from metal and paper plates. 
The copy may be typed on the plate with an ordinary typewriter, an 
electric typewriter, or with a writing machine specifically designed for 
copy preparation purposes. The lines can be drawn directly on the 
plate by hand. 


Forms can also be produced in the office by other duplicating processes 
such as the stencil process and the hectograph duplicating process. All 


Above: The DSJ forms design machine. At 
right: Composing machine for larger types 


such as headlines. 
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of these processes have established successful techniques for preparing 
copy for office reproduction of the more simple type of cut forms. 

One of the more commonly used machines for copy preparation pur- 
poses is the Coxhead DSJ Forms Design Vari-Typer which can be used 
to prepare copy for forms reproduced by offset, the stencil process, and 
the spirit hectograph duplicating process. The Vari-Typer permits type 
faces to be readily interchanged which makes possible a practical variety 
of type faces. It also is capable of ruling horizontally and vertically 
in single, double, dotted and dash lines. It will justify typed lines so 
that both the left and right margin of text matter are in alignment. 

Another machine used for copy preparation purposes is IBM’s electric 
proportional spacing typewriter. It can be used to prepare copy for 
offset, stencil, and spirit hectograph duplicating processes. This machine 
is unlike the average typewriter in that on ordinary typewriters all 
letters take exactly the same amount of space. On the proportional 
spacing typewriter the amount of space for the characters varies 
according to the width of each character. The letters fit together in a 
manner somewhat similar to printers’ type. 

Copy may be prepared for offset printing by typing or by pasting 
individual words or letters on white paper or paper board which can be 
photographed by a reproduction camera and a film negative made from 
which an offset duplicating plate is made. Generally a film negative is 
made when it is desirable to print from metal offset plates which give a 
better quality of reproduction and larger runs than paper plates. Copy 
prepared in this matter also may be photographed by a Xerographic 
reproduction camera and an offset plate or spirit hectograph master 
made by the Xerography which requires no film negative. 

Copy is generally prepared the same size in which it will be repro- 
duced. It must be if the copy is typed directly on the duplicating master. 
For offset reproduction it is sometimes desirable to prepare copy larger 
than it will appear in finished form and have the camera reduce it to 
finished size. This serves to make the finished form sharper and reduces 
imperfections of the original copy. 

Fototype is another medium of copy preparation for offset reproduc- 
tion which is frequently suitable for forms copy preparation when the 
copy is photographed. Fototype uses small pieces of paper on which 
type characters are printed. These are assembled by hand in a holde 
with the printed characters face down. Gummed tape is applied to the 
back side of the assembled characters which are turned over and pasted 
into position. 

There are numerous other techniques, aids and equipment that can 
be used for forms copy preparation purposes. The requirements fo! 
these items can vary widely with each operation. 





MANUAL OF BUSINESS FORMS 


CUT FORMS 


Single sheet forms might be called non-duplicate forms since they are 
basically all originals. They can be printed on any size and weight of 
paper and in any color or combination of ink colors. On lighter weight 
papers, single sheet forms may be made easier to handle and store by 
gluing the loose forms at the edge to a chipboard backing to make padded 
forms. Forms in pads may be used to make any reasonable number of 
carbon copies, if and when desired, by inserting loose sheets of carbon 
paper. 

Advantages of padded forms over loose single sheets: 

1. A pad of forms is a unit which is easy to handle and store. 

2. Padded sheets are less likely to become shuffled, wrinkled or lost. 

3. Easier to make carbon copies when desired by inserting sheets of 
carbon paper. 

4. Forms are kept in alignment until they are detached from the pad. 

5. Possible to combine sheets of different colors of paper and ink 
where variations in copies are required. Printing and assembling padded 
forms in this way slightly increases the printing cost and introduces a 
collating operation in the manufacturing process which expense should 
be justified by the need of the varying colors of paper and ink. 

Loose forms and carbons as a multiple-part set. The primary purpose 
and principal advantage of any multiple part form is that it provides 
a means of making multiple copies by a single writing. Multiple copies 
may be obtained in a single writing system from several types of forms 
constructions, the most simple of which are loose forms and loose carbons. 
This requires the typist to assemble and jog forms and carbon paper 
before performing the writing operation. Since this construction is the 
most inefficient and requires the maximum amount of non-productive 
time, it should be used only when economy of time and clerical work is 
not an important consideration. Other disadvantages are that some 
typists do not get maximum use from the carbon paper, while other typ- 
ists overuse carbon paper and obtain unsatisfactory copies. 


CARD RECORD FORMS 


RINTED TO ORDER card record forms make up a sizable portion 

of business forms in use today. Practically every business uses some 
kind of card record form. These are available in a wide variety of 
grades, weights, and colors of card stocks ranging from premium 100% 
rag or cotton content grades to the most inexpensive sulphite grades. 
Many of these forms are produced by large and small printers on 
regular letterpress or offset printing equipment and cut apart or trimmed 
on guillotine cutters. Some printers have made a specialty of manu- 
facturing card record forms. They sometimes use rotary web-fed printing 
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A visible card record form. 


presses and cut the forms apart on rotary cutting equipment which 
they contend is more accurate and insures greater consistency in 
card size. 


VISIBLE RECORD FORMS 


WIDELY USED type of form is the visible record form used in 

visible record binders sometimes referred to as unit analysis. The 

use of this type of form makes possible a method by which current and 
cumulative figures are available at a glance in a straight line. Using this 
type of form, only the current figures are posted onto the form. It is 
then put in its proper position in the binder where it will indicate com- 
parative and cumulative figures. 

These forms are generally printed on better grade bonds and ledgers 
and are punched to fit a visible record binder. 

Also widely used are the forms in visible index record keeping systems. 
Information is posted and the form is placed in its proper position in the 
filing equipment. Designs for this type of equipment vary with the manu- 
facturer and with their purpose, but in all cases desired information is 
visible at a glance. The forms play a secondary part to the equipment. 

Forms used with this type of equipment generally are printed on 
better grade ledgers and card weight stocks and are usually punched, 
slotted, or die-cut to fit the equipment. 


A visible record binder 
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MACHINE ACCOUNTING FORMS 


HESE FORMS are usually printed on ledger stocks and card stocks. 

They are used in conjunction with all types of bookkeeping and machine 

accounting equipment such as manufactured by Burroughs, National 
Cash Register, Remington Rand, Underwood, Monroe, Olivetti, and others. 
Many business needs for forms of this type are uniform especially in 
ledgers and journal forms. Yet most of the forms used differ slightly 
with each business, requiring the forms to be made to order. 

The manufacture of these flat cut forms for accounting and _ book- 
keeping machines requires more than the average care on the part ol 
the printer to be certain they work satisfactorily on the machine. The 
size of the forms should not vary and printing registration should be 
near perfect. 

Forms of this type are frequently used in conjunction with a unit set 
type of construction form. For example, a statement form with carbons 
self-contained may have a continuation ledger card inserted for posting 
on a bookkeeping machine. 


Some machine accounting forms which are posted in one operation. 
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CHECK FORMS 


Safety Paper. There are various types of safety papers designed and 
manufactured to make difficult the alteration of any writing which has 
been applied to the safety paper. The base paper for safety paper may 
be a sulphite grade sheet or a rag content bond or ledger sheet. This 
base paper is usually made to special specifications for such qualities as 
absorption and ink penetration. 

Most safety papers are made by impregnating colored chemicals o1 
dyes into the paper in a distinct pattern or design in two shades of the 
same color. The designs are in perfect register on both sides of the 
sheet. The combination of the two shades of the same color makes 
restoration of the color after alteration extremely difficult. 

The colored chemical or the dye which is impregnated into the base 
paper only penetrates the surface fibres of the paper, leaving the bods 
of the sheet white. If any attempt is made to use ink eradicator or 
other chemicals, or to mechanically attempt to erase by use of an 
eraser or knife, a white spot or stain results to reveal the alteration 

At least one manufacturer of checks offers a paper that has a finish 
which developes the word “void” in indelible or permanent ink when 
ink eradicator is applied. 

The design pattern of safety paper usually shows the brand name or 
design of the manufacturer. Individual or private designs or company 
trademarks may be incorporated into the safety design when a sufficient 
volume of checks is used. The use of the private design offers additional 
protection against counterfeiting since safety paper made with a special 
design is manufactured and sold only under proper authorization 
Private designs also have some advertising appeal. 

A different type of safety paper commonly used is referred to a 
pantographic safety paper. One or both sides of bond or ledger paper 
is printed by letterpress or lithography with a repetitive design or 
other illustrative material in an ink that is sensitive to ink eradicators 
and mechanical erasing. Individual company names, trademarks or other 
private designs may be part of the pantographic printing pattern. 

Another type of safety paper is frequently referred to as White Safety 
Paper. In appearance it looks much like an ordinary white bond or 
ledger stock. This type of safety paper is made by the addition of 
certain chemicals in the paper or by surface treatment of the base 
paper in chemical baths. Attempts to erase writing with ordinary ink 
eradicator or with chemicals produces a stain—usually brown. A 
pantographic tint or design is usually used with this type of paper to 
provide additional protection particularly against mechanical and knife 
erasures. 


Elements of a check. There are no legal limitations as to form o1 
arrangement of copy appearing on a check, but custom indicates that 
it is desirable that the check form should have the following elements: 
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Date. 

Company name and address. 
Payee. 

Drawee (Bank name and address) 
Written amount. 

Figure amount. 

7. Account name. (When company 
1as two or more accounts with the same 
ank.) 

8. Check serial number. 

9. Routing symbol. (The American 
Bankers Assn. and The Federal Re- 
serve System suggest that this symbol 
always appear in the upper right hand 
corner. ) Ink eradicator brings out a pattern of ‘'voids” 
10. Signature on this safety paper. 


Checks are not limited to a particular size or design, but may be 
designed to fit the method or system used in preparing and handling 
the checks. They can be designed as individual forms or may be 
designed to be used in various ways. Checks may be designed with 
detachable stubs. The stub offers a means of maintaining a record of 
information not desired on the check itself. 

A very popular type of check is the voucher check. With this type of 
check a stub is used usually at the top or bottom of the check. The 
stub is usually referred to as the voucher portion. On this voucher 
portion the details or record of payment are indicated. 

Checks may be part one of a multiple part unit set, or may be in 
continuous style as a one-part continuous form or as part one of a 
multiple-part continuous form. Many of the features and constructions 
possible with unit sets and continuous forms are still possible when 
checks are made up as part of unit sets or continuous forms. 

Checks frequently should be designed for mailing in window en 


velopes. The use of window envelopes eliminates the necessity of typing 
the name and address on the envelope and also eliminates the possi- 
bility of inserting the check in the improper envelope. Because of the 
usual confidential nature of checks it is recommended that opaqu: 
envelopes be used for mailing checks. 


Needle sort checks. Checks may be designed to include the needle 
sort feature which provides a means of needle sorting checks in numerical 
order for reconciliation purposes. See chapter on needle sorted punched 
cards for additional information. 


Punched card checks. This type of check is used where punched-card 
accounting is used and where the quantity of checks used justifies the 
use of punched card checks. Once the information is punched into the 
card check, the card check can be sorted mechanically in any order to 
produce mechanically the desired records 
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TAG FORMS 


ANY TYPES OF TAGS are business forms in the sense that they 
frequently have blank spaces to be filled in as part of a business 
system. The various kinds and designs of tags used as part of a 

business system vary in intricacy of design as much as most types of 
business forms. 

The printing of most types of tags is more of a manufacturing process 
than it is a craft printing process. Most tag manufacturing equipment 
produces the tag and prints on the tag in one operation. This type of 
roll-fed equipment is best set up to run standard sizes, and to vary from 
these standards will materially reflect in the cost of the tag. Small 
quantities of tags are usually best run on ordinary job press which can 
print directly on pre-made tags. 


Tag stocks. A variey of tag stocks is used, but generally there are 
five basic types: 

1. Rope made from hemp in used rope. Has good strength and 
durability. 

2. Jute made from plant fibres in reclaimed burlap bags. Has good 
strength and durability. 

3. Chemical wood (sulphite) made of sulphite pulp. Has good strength 
and durability, but not to the extent of jute and rope. 

4. Ground wood made with ground wood pulp. An inexpensive grade 
of tagboard, not having the strength and permanence of tagboard made 
from sulphite pulp. 

5. Cloth made with rag or cotton fibres. Used where maximum 
strength, durability and flexibility are required. Some cloth-like tags are 
made from paper stocks that have been impregnated with various resins 


Dial set tag printer for writing variable infor- 
mation on tags. 
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23/4 x 13/g 3.78 $q. in. 


SIZE | 











3 Vs x 15 


SIZE 2 
8 5.28 sa. in. 











3%4x«I% 7.03 sq. in. 


SIZE 3 











4% x 2% 


SIZE 4 
9.03 sq. in. 











435/; x 2%, 


SIZE 5 
11.28 sq. in. 








5 Vy x 2 Ve 





SIZE 6 


13.78 sq. in. 








5%, x 2% 





SIZE 7 
16.53 sq. in. 








6%, x 3% 


SIZE 8 
19.53 sq. in. 





Standard tag sizes. 
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to obtain some of the qualities of cloth tags. 

Cloth tags are recommended where a combination of flexibility and 
durability are required. Especially good for shipments of commodities 
such as pipe or other similar products where the tag must roll and 
unroll without losing strength. 


Tags with stubs. Tags with perforated detachable stub or stubs are 
used in various systems. The stub may be below, above, or in the middle 
of the tag form, 

Tags may be manufactured as companion tags or as companion pieces 
with a form. Companion tags manufactured in gangs of two may be 
printed with different copy on each tag and may be consecutively num- 
bered or in series. 


Continuous tags. Tags may be manufactured in continuous style which 
facilitates inserting the tag into the typewriter or other forms writing 
machine. A popular piece of equipment used for the imprinting of 
variable data on continuous tags and labels is the Dial Set Printer. 
The dial set feature offers a quick means of making rapid changes in 
variable data such as part number, code number, weight, ete. 


Manifold tags. A widely used type of tag is made up as one part of 
a unit set construction. Many of the construction features (short car- 
bons, carbon spots, blackout techniques, etc.) available with unit sets 
can be incorporated in manifold tags. The tag part is usually the last 
part of the set because of the thickness of the tag card stock. Manifold 
tags can also be made up in continuous style. 

Tag patches and reinforcements. Tags are usually reinforced with 
metal eyelets or paper patches. 

Tag fasteners. Tags can be attached by various fastening devices 
which can be purchased attached to the tag or separately. The choice 
of the fastening device is important since time often can be saved by 
using the device which most facilitates the tags being attached rapidly. 


5% 





























Continuous tags. 
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STOCK FORMS 


There is a tremendous variety of stock forms on the market today. 
In fact there are stock design forms of some description available for 
practically every type of business system where forms are used. There 
are many suppliers of stock forms who issue catalogs in which are 
included descriptions of hundreds of various types of stock forms that 
can be obtained at stock form prices and quantities. 

Practically all businesses, large and small, have use for stock forms 
to handle specific requirements. It is frequently desirable to check the 
availability of stock forms to eliminate the necessity of designing and 
printing a made-to-order form. Stock forms are immediately available 
and may be more reasonably purchased in smaller quantities than made- 
to-order forms. 

Here are a few of the more popular types of stock forms: 

General purpose forms. There is an endless variety of general purpose 
stock forms for office and home use. They cover a wide range of end 
uses covering functions ranging from reminders of “things to do today” 
to cautionary shipping labels. 

Columnar sheets are recommended for many purposes. These are 





Stock form columnar sheets. 
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A stock form ring book sheet with perforations at both ends so that entries always can be 
made on right side of book. 


ruled sheets with blank column headings. Headings may be inserted 
by hand or typewriter. It may prove desirable for some systems to use 
stock columnar forms but have the captions and headings imprinted to 
suit a particular need. Columnar sheets are available in a wide choice 
of ruling patterns and form sizes and are also available in several 
pleasing-to-the-eye colors of paper stock and rulings. 

Accounting forms. There are various types of accounting stock forms 


available which offer a small or medium sized business a means of 
equipping themselves with stock forms for a complete accounting system. 
For example, a stock forms manufacturer offers, as a package, 13 stock 
forms that make up an accounting system which is complete for the 
most part. Columnar forms, however, are also available in the same 
style as the accounting forms to take care of special needs. 

Also available as stock items are a wide range of accounting work 
sheets and analyses sheets. Many types are also available printed on 
special papers such as translucent papers for reproduction purposes. 

Ring book sheets. Ring book sheets are available in all-purpose plain 
and ruled sheets and also for special purposes such as inventory records, 
journal and ledger records, and many others. 

Visible record forms. Stock visible record forms are available for a 
wide range of business functions used both with visible record binders 
and visible record equipment. 

Machine accounting forms. There are stock design forms available for 
use on machine accounting equipment. They are usually printed on the 
type and grades of stock preferred for most machine systems. 

Graph sheets. Stock graph sheets are available for practically every 
business statistics and charting need. One grouping of this type is 
frequently referred to as “engineering forms” which are used widely 
by the engineering and related fields for charting and graphing. 

Bound book records. There are hundreds of stock forms available in 
bound book style covering a wide range of business systems from milk- 
man’s route books to insurance registers. 
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MANIFOLD BOOKS (SALESBOOKS) 


ALESBOOKS originally were used only for salescheck purposes. Today 

they are used also for many important business operations and sys- 

tems. The same advantages and principles of combining forms are 
possible in handwritten salesbook forms as in machine written forms. 
Department stores, for example, combine the packing memo and shipping 
label in their salesbook. 

All salesbooks consist of three items: forms, cover or binding, and 
carbons or carbonized sheets. There are a great variety of construction 
possibilities and design features available in sales books, some of which 
are as follows: 

Single sheet (non-duplicate) sets have each part in the set a separate 
sheet of paper. 

Folded sets have a folded sheet of paper, stub perforated and bound at 
one end. 

Pasted sets are made by pasting together single sheets and folded sheets 
or both. 

Audit pads are separately bound pads of single sheets always used 
in conjunction with a folded or pasted book to obtain a separately bound 
copy of every transaction. Any book with an audit pad is called a 2-unit 
book. It may have a common binding or be bound separately and used in 
an interchangeable cover. 

Chipboard binding is one with a chipboard back to which the forms 
are glued or stapled in certain styles of record books. 

Center opening (c/o) cover is a double length sheet of cover stock 
folded in the center and stapled to the back of the book at the stub. It 
covers the front and back of the book. 

Front and back cover sets have a sheet of cover stock in front of the 
set and another in back. Usually combined with cloth over stub binding 
as in the manifold book construction. 

Cloth over stub binding is gummed cloth glued over the stub to cover 
the staples and provides extra strength to hold the sets together. 

End opening cover is a wrap-around cover style. It is fastened at the 


Open end book. Two-part book. Two-part folded book. Unit sets. 
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Folded sets. Open end sets. Carbon attached Carbons stapled 
to manila strip. in the stub. 


stub in back of the sets, passed around the end opposite the stub and 
extended just short of the stub perforation. 

Triad cover is a combination cover providing full cover front and back, 
plus an extra fold for insertion between carbonized sets to act as a writing 
stop. 

Manila lip binding has a strip of cover stock about 3” deep stapled at 
the stub to the back of the book. Primarily intended for books used in 
interchangeable covers. 

Interchangeable cover offers protection to house a book until all sets 
are written, whereupon a new book is inserted. 

Loose carbon sheets are usually perforated and bound in the book; 
detached and inserted by hand between the sheets in the set when the 
book is originally put in use. 

Carbon attached to a manila strip. Carbon sewed or gummed to a 
manila insert sheet which is stapled at the back of the book in the stub. 
This construction is used with end opening sets or single sheet sets. 

Side-fold carbon is fastened to a manila insert and bound in the book so 
carbon folds into the set from either the left or right side. 

Stapled in the stub carbon is stapled in the book stub to drop between 
the sheets of a folded or pasted sheet set. 

Carbonized construction has the back of the forms themselves coated 
with carbon or spot carbonized. 

Duofold carbon is a double length carbon sheet coated half of its depth 


Pasted sets. Manila lip binding. Loose carbons. 
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on each side. It is used with books having an opaque audit pad. 

Backers are any printing on the back of a form. 

Thumb-notched carbon has a notch at the right near the stub of the 
folded set of pasted books for easier separation. 

Marginal words to indicate routing or disposition of a part in the set 
can be printed on the form, like: original, duplicates, customer’s copy, etc. 

Consecutive numbering allows the sets to be numbered in sequence. 

Check numbers are consecutive numbers printed successively on each 
set in the book. Usually the numbering is from 1 to 50. 

Various stub positions. The stub is usually located at the top but 
may be at the bottom, left side or right side. 

Safety tint. A specified area may be printed with a special ink which 
will rub off if an erasure is made. 

Short original copy. The form can be folded and bound so that the 
original is shorter than other parts in the set. Primarily intended for 
use in a cash register which prints information about the transaction 
in two positions. 

Some advantages of covered salesbook forms over padded forms: 

1. The cover and the wire stitched stub protect the book from rough 
handling which might break the glued back of padded forms. 

2. Keeps the top sheet clean, therefore less waste. 

3. Protects edges of sheet. 


4. Allows many construction features not available in padded forms, 
such as (a) file copies of all sets written may be left in the book; (b) 
sets may be detached as a unit for later handling or later entries. 
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DUPLICATING MASTERS 


HEN MULTIPLE COPIES of forms are required, carbon paper is 

most commonly used to produce all copies at one writing. The use 

of carbon paper is usually preferred since it does not require a 
duplicating process as a separate operation. There are many instances 
where it becomes more practicable to produce extra copies on dupli- 
cating equipment rather than with carbon paper. Numerous factors 
should be considered before deciding whether to use carbon copies 
or a duplicating master unit that can be reproduced on duplicating equip- 
ment. The cost of the multiple part form, legibility of carbon copies, 
weight of paper required for copies and availability of duplicating equip- 
ment are a few of the factors to consider when deciding between carbon 
copies or a duplicating process. 

Each system should be analyzed individually to determine whether 
copies can be produced more economically and more satisfactorily by 
carbon paper or by a duplicating process. Duplicating processes are 
playing an increasingly important part in systems work. Anyone con- 
cerned with forms and systems should familiarize himself with the vari- 
ous duplicating equipment and processes. 


The spirit hectograph process transfers a negative image from a master 
directly to the run-off sheets. It is frequently called the spirit, liquid or 
fluid process because it requires a special spirit, liquid, or fluid to dis- 
solve hectograph carbon on back of the master. This process is efficient 
up to 300 copies as against less than 50 copies for the gelatin hectograph 
process. 


Spirit hectograph masters may be prepared by typing, handwriting or 
printing by the letterpress or relief process on the face of the master unit 
which has two parts. Part one is a master paper and part two is a sheet 
of hectograph carbon with the coated side facing the back of the master 
paper. Since the copy is printed, typed or handwritten on the face of the 
master, it is reproduced in hectograph carbon in reverse on the back 
of the master. 

The master is separated from the carbon and fastened to the dupli- 
cating machine drum. A printed-through-carbon master has the form 
outlined on the face in record ink and on the reverse side in hectograph 
ink so that blank paper can be used in the duplicating machine to produce 
copies of both printed and typed information. Hectograph spirit masters 
can be made by Xerography copying equipment to reproduce office forms, 
letters, memos, engineering drawings, etc. 

Variable information can be written with a pencil or writing machine. 
Masters can be filed and reused as required. Additional data can be added 
to a master from time to time. 

The master may be kiss-printed on the face only, so that no hectograph 
carbon image is reproduced on the reverse side. Only the typewritten 
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Continuous mimeograph stencil 
leads to 77.4% saving in time 


To get the required seven identical copies 
of each new policy, this insurance company 
used a continuous seven-part manifold set 
processed on tabulating equipment with 
punched cards. 


But there remained the need for dupli- 
cating some of the same information onto 
sets of eight policy record forms ranging in 
size from 3 x 5 inch cards to 8% x 11 inch 
sheets of paper. 


To meet this situation the loca! A. B. 
Dick Company distributor and A. B. Dick 
Company developed a special size continu- 
ous stencil. It is processed on the tabulator 
with the same set of punched cards used to 
process the manifold set. Sections of the 
continuous stencil are then removed and 
all the records are quickly mimeographed. 


The net result is that each girl can now 
do in one hour and thirty-five minutes, the 
work that used to take seven hours—a 77.4 
per cent saving in time. A. B. Dick mimeo- 
graph products are for use with all makes of 
suitable stencil duplicating products. 


These two pages report briefly the services provided by A. B. Dick 
Company distributors. They are unbiased in process recommendations 
because they sell the equipment and supplies for many processes. 
For more information call your A. B. Dick Company distributor. 
You’ll find him listed in the classified section of your phone book. 

Or write A. B. Dick Company, 5700 Touhy Avenue, Chicago 31, Illinois 
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New Azograph duplicating process 
solves order-invoice problem 


The problem— (1) a salesman would record 
his sale on a snap-out order form, (2) give 
the customer a copy, (3) keep a copy for 
his own record and (4) send a copy to the 
home office. There (5) a girl would have to 
recopy the original order for invoices, 
stock-pulling controls and shipping labels. 
There were omissions. . . there were delays 

. and there were numerous copying errors. 


Now any sales manager will tell you that 
buyers want the merchandise they order 
and they want it on time—want the right 
quantities and sizes. But here was this 
manufacturer with an order-invoice system 
that invited trouble—in fact, analysis 
showed there were upwards of twenty 
chances for mistakes with each order. 


The solution— The salesman now writes the 
original order for the home office on a non- 
staining AZOGRAPH master unit which is 
used for making additional copies. Step (5) 
above is eliminated. There are no recopying 
errors and hence no lost customers due to 
omissions and mistakes and delays. 


= A:B:-DICK 


THE FIRST NAME IN DUPLICATING 


A. B, DICK § and AZOGRAPH are registered trademarks of A. B. Dick Company 
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Ozalid your office 


.-- to speed work, 


save time and 


lower costs! 


Ozalid is the answer to many of your 
current problems of getting work done, 
clerical shortages, rising costs. 

Ozalid has hundreds of uses, can save 
work in 


time and 


And does 


every department. 
for thousands of companies! 

Ozalid copies of invoices, statements, 
orders, reports, material lists — expedite 
production, order handling, accounting, 
billing, shipping. On cumulative records 
and statements, new entries are added, 
and copies made by Ozalid. Copies of 
graphs and charts are available in any 
quantity. 

You can clean out your files, because 
a single carbon can make extra Ozalid 
copies al any time. 


An Ozalid machine copies anything 
written, typed, printed or drawn on any 
translucent (lets light through) material 


Ozamatic (above) is a table model, 
handles sheets as wide as 16”, and can make 


up to 1000 prints an hour 


BAMBINO (above) is the smallest, fastest 
low-priced office copying machine; will 
make 200 copies an hour, on sheets as wide 
as 9", for less than 2¢ a copy 


far faster than manual worker. 
And does away with tedious retyping, 


transcribing, and proofreading. 


any 


No stencils, negatives, developing tanks 
or dryers are needed. Ozalid reproduc- 
tion is instant. A letter size sheet can be 
copied for less than 2¢! And anybody 
can use an Ozalid machine. 

An Ozalid machine quickly pays for 
itself, in even a small office. There is a 
model for your requirements. Call the 
Ozalid (see phone 
book). Or write 178 Ozaway, Johnson 
City, N. Y. In Canada, Hughes Owens 
Company, Ltd., Montreal. 

OZALID 


nearest distributor 


A Division of General Aniline 
& Film Corporation . 
to Reality! 


OZALID 


.. From Research 
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A form as a printed-through hectograph Stencil master for addressing, produced as a 
duplicating master. by-product of forms typing. 


and handwritten data filled in on the form will reproduce. It may be one 


part or several parts of a multiple-part form and may be a continuous 
form. The master can be reproduced in full, or portions can be blocked 
out or added temporarily or permanently with an overlay or variable 
master so they will not reproduce on selected copies. A master also can 
be a combination, printed-through and kiss-printed. 

Most spirit hectograph duplicators are equipped with a fibre or metal 
blockout medium that can be inserted on the rotating drum. This medium 
can be cut or shaped to blockout those portions of the master which are 
not to reproduce on selected run-off copies. Information may be blocked 
out on the run-off copies by preprinting an obliterating design directly 
on the run-off copies into which the unwanted information is buried. 
Information also can be blocked by the use of Scotch tape on the back 
of the master covering those portions to be omitted. 

Copies may be reproduced in several colors in one operation. Copies 
may be made on a wide range of paper or card stock weights and on 
various color stocks. 

The gelatin hectograph process uses a gelatin pad or roll on the du- 
plicator. This is an indirect process since there is a transfer by absorp- 
tion of the positive hectograph image on the master to a negative image 
on the gelatin pad or roll, and then to a positive image on the run-off 
sheets. It is a short run process and usually efficient where not more than 
50 copies are required. 

The gelatin master is a positive image which can be prepared by print- 
ing a form with hectograph ink or by typing through a hectograph ribbon 
or a sheet of hectograph carbon onto a hard finish sheet of paper. Here 
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are a few features and constructions possible with the gelatin hectograph 
master when used as part of the business system: 

Variable information may be added by writing with a hectograph pencil 
or typing with a hectograph ribbon or typing through hectograph carbon 
paper. Several colors may be obtained from one master. Writing, draw- 
ing or a design may be put on master with hectograph ink or pencil. 
Like a direct hectograph master it may be one part or several parts of a 
multiple-part form and may be a continuous form. It may be printed 
on the surface in a non-reproducing ink so that only the typewritten 
and handwritten data filled in the form will be reproduced. Two or more 
master images may be transferred to the same gelatin, all of which will 
reproduce on the run-off sheets. 

Blockouts can be obtained by putting blank paper over area to be 
deleted from master when master is applied to the gelatin, or by putting 
blank paper over area on gelatin which is to be deleted. Similar to the 
direct hectograph master, information may be blocked out on the run-off 
copies by preprinting an obliterating design directly on the run-off 
copies into which the unwanted information is buried. Copies may be 
made on a wide range of paper and card stock weights in various colors. 

The Chemograph process is identical to the spirit hectograph or liquid 
process. It transfers the reverse image from the master directly to the 
run-off sheets. This is a recently introduced process which varies from 
the usual spirit hectograph process in that with the Chemograph master 
the run-off copy image is formed by the chemical action of three different 
chemical compounds which cannot unite to form the image color on the 
run-off copies until the coating material of the master reacts with the 
fluid in the duplicator and also reacts with the compound in the coating 
on the run-off sheets. It requires the interaction of the three different 
compounds for the image to form. It is therefore possible to handle 
the Chemograph master even after moistening the hands with the dupli- 
cator fluid without staining the hands. 

Most of the features and constructions available with the spirit hecto- 
graph process for handling variable information and blockouts are also 
available with the Chemograph process. The process is efficient up to 
about 50 copies. 

The Azograph process also like the spirit hectograph or liquid process 
transfers a negative image from a master directly to the run-off sheets. 
This process has been recently introduced and basically employs an 
aniline dye technique but, because the color-forming compounds within 
the coating on the master are chemically separated, handling is clean. 
These two compounds cannot unite to form the image color on the run- 
off sheets until a third element, a reactant in the fluid within the dupli- 
cator, is introduced. It is, therefore, possible to handle the Azograph 
masters and processed run-off sheets and not get hands stained. The 
process is efficient up to about 50 copies. 

Most of the features and constructions available with the spirit hecto- 
graph process for handling of variable information and blockouts are 
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you're 
being 
robbed! 


Excessive paperwork, that prodigious pilferer of profits, may be robbing your 
office of its efficiency, valuable hours and most important — invaluable 
dollars. You can put an immediate stop to this costly waste with the new 
Remington Rand Order Invoice Plan. Remington Rand Duplicating 
Masters blend your order-invoice problems, from the initial order 
to the final billing, into one writing. All the required copies needed for 
acknowledgement, control, production, shipping and invoicing are 
created in one simple writing — using any of the three popular duplic: 
methods: Plastiplates for offset—Rem-masters for spirit—or Proce 

FREE Send for free 


folde (X1432) and free sample s of Plastiplates, Rem-masters or Procel 


Write: Remington Rand Inc., Room 2975, 315 Fourth Ave., New Yor! 


Mremington. Mand 


’ 
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also available with the Azograph duplicating process. 

The stencil process (mimeograph) is stencil in principle. The master 
is a tissue sheet with a special coating. When the stencil is typed, hand- 
written or drawn, the coating is pushed aside and the base tissue 
exposed. A stencil may be checked by holding it up to the light. If 
the light comes through and the openings are clear, run-off copies will be 
good. Quality of stencils vary greatly and the best quality can run up 
to several thousand copies. The stencil duplicator is occasionally used 


STENCIL 
SHEET —>/,” 








A mimeograph duplicating stencil. Two die-impressed stencils. 


as part of a business system but more frequently is used as part of a 
general office duplicating operation. It is not generally efficient where 
less than ten copies are required. Here are a few features possible with 
the stencil type of duplicating proce 

Stencils may be letterpress printed (die impressed), typed, or hand- 
drawn with a stylus, may contain rules, headings and symbols and may 
be used to run off small lots of office forms. Variable information may be 
typed on a die-impressed stencil and the duplicated copies will contain 
the impressed image as well as the typed copy. 

Corrections may be made with a special correction fluid applied over 
the error, allowed to dry and then retyped. Masters may be filed and 
reused. 

Blocking out information can be accomplished by several methods. The 
part to be deleted can be temporarily blocked out by placing a strip of 
a lightweight paper over the section to be blocked out. Copy can be 
permanently blocked out by using strips of gummed paper. After the 
required number of copies of the complete stencil are run, the gummed 
strip is moistened and fastened to that part of the stencil to be deleted. 
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Adbnaphi MASTER FORMS 


INCREASE THE VALUE OF YOUR OFFSET... 
HECTO... 
DIAZO DUPLICATOR 


One writing gives you... 


all carbon copies needed for 
immediate use! 


all extra copies needed in the 
future! 


An Autographic form containing both 
conventional carbon copies and a du- 
plicating master fills the twofold need 
for a large number of copies and im- 
mediate notification to certain depart- 
ments. Carbon copies are distributed as 
soon as forms are prepared. The dupli 

cating master is used to run extra cop- 
ies. Additional entries may be made to 
it and still more copies run from time 
to time, as they are needed 


The slight extra cost of adding a Diazo 

Offset——or Hecto master to your 
present forms can more than pay for 
itself in convenience—increased legi- 
bility of work copies——and clerical and 
machine time saved through the elimi- 


nation of ‘‘re-runs’’ and transcriptions 


In considering the use of ‘‘master’’ 
forms in your procedures, you will find 
it helpful to examine examples of forms 
that are presently used by others 





Free copy of the 

“Portfolio of Busi- ” “_ 

ness Forms” is yours 7 ‘ AUTOGRAPHIC BUSINESS FORMS, INC. 
for the asking. Be — 
sure to mention the 
type of duplicator 
in use or on order. 221 7th Street, Hoboken, New Jersey 


HOBOKEN, NEW JERSEY 
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The music stencil is die- 

impressed. The others are top 

printed for folded bulletins 
labels, etc. 


A jacket may be placed over the copy paper or over the stencil so 
that the copy paper will receive only the image through the window of the 
jacket. Information may be eliminated by having the copy paper shorter 
or narrower so the copy paper does not come in contact with the full 
coverage of the stencil. Information not to be seen may be overprinted 
on a maze or solid area on the copy paper so that particular section will 
not be apparent. 

The offset process is lithographic in principle. The duplicator applies 
printing ink to the ink-receptive images on the master. This copy or 
image may be preprinted, typed or written on the master. The dupli- 
cating ink applied to the image on the master is transferred to a rubber 
blanket and from the rubber blanket to the duplicated sheets. The num- 
ber of sheets run from an offset master is limited by wearing away of the 
master. Depending upon the type and quality of master, quantity of 
printed sheets may be 50 to several thousand. The plate or master may 
be preserved for re-runs. 

Offset masters used in most office duplicating equipment are paper-like 
and available in many different styles. Image or copy areas may be 
typed, handwritten or printed on the master. Image or copy areas also 
may be transferred by photographic means to the master from a film or 
paper negative. Masters may contain rules, headings and symbols for 
any routine office form, and may be used to run off small lots of office 
forms. Here are a few features and constructions possible with offset 
duplicating masters when used as part of a business system: 

Variable information can be written with a grease-base pencil, or a 
writing machine with a grease-base ribbon. In the duplicating operation, 
the preprinted copy plus the variable copy is reproduced. Corrections 
can be made by erasing and rewriting. Few or many copies can be per- 
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Safe ... Efficient . . . Economical! 


MIM-E-O 


STENCIL & OFFSET 
NEGATIVE & MASTER 


FILES 


The MIM-E-O0 Patented Spring Clip 
vertical filing provides complete protection for 
Stencils (in File Wrappers), Offset Negatives, and 
Paper Composition, Aluminum and Zine Masters— 
especially the serrated edge of Multilith Masters 
Special heavy-tension Spring Clips available for 
fiiing Zine Masters. 


The complete MIM-E-O line includes 
file Multilith #1250, #75, 280, #81, 
Negatives and Masters; also Davidson 
and #233. Filing capacity from 50 to 1000 units 
MIM-E-O has 250 Distributors from coast to 
coast to help you with your Stencil or Offset filing 
problems. 


method of 


models to 
and #2066 
#241, #251 
All Models of Heavy-Gauge 
Steei Construction, Gray 
Hammeriloid Baked Enamel 
Finish. 


EASY TO FILE 
Just slip top edge up 
inder patented MIM 
Spring Clips. 


and 


E-0O 


SAVE SPACE 
Each hanger holds two Sten 
cils, Negatives or Masters 


tase? 





Write Today for FREE Iilustrated Brochure! 


MIM-E-O STENCIL FILES CO. 


1219-21 W. Chestnut St. ° Chicago 22, Ill. 


EASY TO FIND 
MIM-E-O Angle index 
instantly locate Stencil, 
tive or Master 


tabs 
Nega- 





Something New!!! PLYON The Heavy Duty Ribbon 





An entirely new approach to the problem of order 
Teletype operations 

Rigid tests have proved that PLYON 
duty applications—sometimes much as 75%! The 
actual conditions in the field 
Che have been impre 

No perforating of 

we changing of ribbons every few 


Fill the coupon below 
ybligation whatever the full story 


Do it You'll 


as 
by 


SIVE 


concerns 
| 
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results indec 


more original work—n 


lays 


ail it today 


and n i ‘ 
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now be glad you did 


* 
The Buckeye Ribbon & Carbon Co. 


7209 ST. CLAIR AVENUE 


PLEASE SEND 


FIRM 


ADDR 


CLEVELAND 3, OHIO 


CITY 





writing 
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large 


billing 


ribbon cost 


C t ts we! 
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manently reproduced in black or colored ink on a wide variety of sizes 
and weights of paper stock. Masters may be filed and reused. When 
reused, changes can be made or new information added. The master 
may be one part of a multiple part form, part of a unit set or in a con- 
tinuous Teletype or tabulating form. 


Offset plates for use on 
tabulating machines. 


One-writing sales-order 
system in which original 
is a paper offset plate 
that reproduces all 
forms and fill-ins. 





All or part of the information on an offset master can be reproduced 
directly onto one or more additional masters. Offset paper masters of 
office forms, letters, memos, engineering drawings, etc., may be made by 
Xerography copying equipment and also by Ozalid’s platemaking process, 
Ozalith. Copies of all or part of the information can be reproduced on 
various sizes or weights of paper or cards. Information may be deleted 
from certain copies by feeding paper stock of smaller dimensions (shorter 
or narrower) than the image on the master. If information area to be 
deleted is at top of master, master may be positioned upside down on 
machine to delete this information when shorter stock is fed through 
machine. Obliterating designs may be preprinted on paper to block out 
information on duplicated copies omitting confidential information such 
as prices from packing lists, credit information from invoices, etc. Per- 
forated paper may be used to delete information from the sides, top, or 
bottom by bursting the perforation after the copy is duplicated. In some 
instances the perforated stub is used as a record. 
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control 


... your business with this simplified method of 
operation. By using Miami business forms, you 
simplify your paper work, reduce costly overhead, 
and minimize chances of misunderstandings and 
mistakes. You make “follow-through” and 
“check-back” quicker and easier. Remember, your 
Miami dealer can supply you with standard 
forms, or will tailor special forms to your particu- 
lar type of business. Save time, save money, save 
yourself — let your Miami dealer show you a sys- 
tematic way! 








MIAMI SYSTEMS CORPORATION 


crrmcreweaevi?. ene ¢é 


Autographic Registers ©  Autographic Register Forms © Snap Out Forms 
Carbon Interleaved Forms For Typewriters, Billing Machines, ond Tabvictors 


Sold Exclusively through Dealers 
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A second sheet of paper. used to cover an area of a form and called 
a friskit, can be used to delete certain information. Another method 
of using friskits is to have an oversize sheet carry a perforation that 
will make the area of the sheet correspond to the copy while the per- 
forated stub corresponds to the area to be blocked out. The perforated 
stub is removed after duplicating and the finished copy has the desired 
area deleted. A cut ink roller can be used on some offset equipment to 
accomplish deletions. 

Information may be added to the master by use of a master overlay. 
The master overlay may bear its own preprinted form in either repro- 
ducing or non-reproducing ink. It may be positioned on the head, trailing 
or both ends of the master and can be also used along the side of the 
master 

The whiteprint or diazo process is a light-sensitive process utilizing 
translucent paper masters and light-sensitive copy paper. A translucent 
master, on which may be printed and/or written an image, is placed in 
contact with the light-sensitive copy paper and exposed to ultra-violet 
light which burns off the coating on the copy paper where it is not blocked 
by printed or written copy on the master. The copy areas are then 
developed as fixed dye images in ammonia vapor or a liquid alkali solution. 
Copies are delivered dry and ready for use. The whiteprint process is 
generally for short runs (up to 20 copies 

Whiteprint masters or original copy is merely a translucent sheet of 
paper on which the form can be hand drawn or printed by either the 


Collating transparent and translucent masters 
Hangers for filing duplicating stencils and to make a composite print of a completed 
offset plates. form on a diazo (whiteprint) contact printer. 
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For Filing and Finding of your BUSINESS FORMS 


USE AY TELL-I-VISION SYSTEM 


7 READS LIKE A 800K 
FROM LEFT TO RIGHT 
\, GRows AS NEEDED 











By wsing Smeod's Tell-|-Vision filing system, you con 
reduce filing time. The ciphaobetical-color signal 
system for finding — and the numerical-color signal 


system for replacing — make filing eosy, fast, and 


SPECIAL OFFER 
Does your office personnel know how, why, when, where to file? 
Write for free manual ‘Filing Simplified,"’ GET TO KNOW YOUR LOCAL STATIONER 
which presents the fundamentals of filing SMEAD MANUFACTURING CO., INC. 
for class or self-instruction HASTINGS, MINN 


occurate. 
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offset or letterpress processes. Here are a few features available with 
the whiteprint process when used as part of a business system: 


The copy on the master may be printed, typed or handwritten. From 
this translucent master may be produced as many copies as desired. 
Variable data or processing information can be continuously or pro- 
gressively added. Master copies are easy to file, for re-run, in ordinary 
letter or card files. Copy paper is available in a wide range of colors 
and line combinations for departmental or functional color coding. Base 
papers are available in light, regular and heavy weights, card and tag 
weight stocks. Some of the color combinations available are: black on 
green, black on blue, black on white, red on white, blue on yellow, blue on 
white, black on pink. 

Double coated sensitized sheets are available which make it possible 
to run off copies with copy on both sides of the sheet. 

It is possible to create additional masters from the original master 
as needed. These additional whiteprint masters are called “intermedi- 
ates” and are generally used to preserve the constant information on the 
original master and allow additional or changes on the intermediate. 
For example, should you want to include this year’s figures, etc., on 
next year’s report: 

1. Type current information on a sheet of translucent paper. 

2. At year’s end, place this on a sheet of translucent (intermediate) 
paper and process. 

The sensitized copy paper may be pre-printed to obtain two-color 
effects. For example, a graph grid pattern may be printed on the sensi- 
tized side of copy paper in black ink. If the base line of the copy paper 
is blue, when the master is placed on the sensitized paper and processed, 
it will produce a blue line graph against a black grid pattern. Sensitized 
paper also may be imprinted for title purposes or for variations of copy 
information from form to form. 

Translucent masters may be one or more parts of a multiple-part forms 
set; may be part of a unit set, a continuous form, or part of a padded 
set. A whiteprint master may be one or more of the run-off sheets from 
an offset duplicator. 

Unwanted information can be deleted by erasing from the master or 
by cutting-out the portion no longer required. Unwanted information is 
cut from original or intermediate copy before printing. The easiest 
method of deleting information from master to copy is through selective 
printing of only the desired areas on the master. The elements needed 
to accomplish selective printing are proper form design and pre-cut 
paper to reproduce only those areas desired. 

Where it is desired that certain portions of the master should not be 
reproduced, these areas can be printed or processed in non-reproducible 
blue inks or pencils. Since the exposure in the whiteprint process is by 
ultra-violet light, printed or written light blue, transparent images will 
not reproduce from the master to the copy. Non-reproducible printing 
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inks, stamp pad inks, writing inks and pencils are available. 

Information may be added to a master or forms may be combined by 
the use of a clear overlay on which the information to be added is drawn, 
typed or printed. Information may be added by taping two forms together 
with transparent tape and then reproducing the two forms on one piece 
of copy paper. 

Corrections on the original master can be made by ordinary erasures. 
If a correction is needed and erasure will not suffice, the area needing 
correction can be cut from the master and the correct copy can be placed 
and held in the area with transparent tape. Editing of material can be 
accomplished in the same manner. Words, sentences or paragraphs can 
be cut out and replaced with corrected copy or omitted entirely. Inter- 
mediate masters, either paper or foil, may be corrected with corrector 
fluids in a manner similar to ink impression eradication. The correction 
fluid removes the image and the correction then can be made in this area. 

Blocking out information can be accomplished as a one-step operation 
where the appearance of large solid color block-out spots on the copy 
are not objectionable, or as a two-step operation where white areas are 
preferred. Both methods depend upon the use of an opaque mask over 
the original master during the exposure step. 

In the one-step process, a clear foil mask is prepared with an opaque 
area where the block-out is desired. The foil mask is placed over the 
master during the copying process. The opaque areas prevent the 
removal of the sensitized coating on the copy paper and appear when 
developed as a solid color in that area. 

In the two-step process, where white or unprinted areas are preferred, 
the master and copy paper are first processed through the light exposure 
only. The copy paper is then re-exposed to the light with an opaque 
paper mask covering those areas to be retained. The copy is then 
developed. All unwanted information is blocked-out and those areas 
appear as white, unprinted areas on the finished copies. 
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EEDLE SORTED PUNCHED CARDS are made in various sizes rang- 

ing from 142” x 24%” up to 8” x 10%”. One brand of punched card 

(Keysort) has one or two rows of 4%” diameter holes (4 to the inch 
and 5 to the inch) parallel to the four sides of the card. Another brand 
(E-Z Sort) use elliptical holes spaced six to the inch. The holes along 
the four sides of the cards leave most of the card area on both sides for 
printing, writing or typing data. One corner of the card is cut diagonally 
so that it is quickly apparent if all cards are right-side up and facing 
the same way before sorting. 

In designing a punched card form, designations or meanings are as 
signed to individual holes or to a combination of holes. A _ particula 
classification or code is identified or punched into the card by clipping 
or punching away that part of the card between the hole and the edge of 
the card to make a notch. One notch or a combination of notches provides 
the desired classification for sorting. An almost unlimited number of 
sorting classifications and codes can be slotted along four edges of the 
card. Cards are only coded and slotted for sorting. Variable information 
such as amounts, dates, withdrawals, etc., can be entered on the card 
but need not be punched into the card. 

To sort cards for any classification, a sorting needle resembling a 
knitting needle is used. It is inserted in a given hole through a group 
of cards and lifted. The cards on which that hole has been slotted will 
drop from the group. This sorting operation separates the cards punched 
to form a slot in a particular position from those cards not slotted in 
that particular position. The cards that drop after each sorting operation 
provide a file containing the desired classification or a combination of 
classifications. By combining a succession of sorting operations it is 
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A marginal punched card, for needle sorting, can be part of a forms set. Card shown is 
unnotched 
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From top to bottom: hundreds, tens, and A punch which will marginally notch any 
units notched in a marginal punched card. form for needle sorting. 


possible to arrange a file in numerical or alphabetical order. 
The cards can be notched with a hand punch, a key punch, or a groov- 
ing machine. A Keysort keyboard punching machine is available for 


manual or electrical operation and punches only the outer edge of a 
single row of holes. There is also a grooving machine which can 
punch approximately 200 cards simultaneously in one position. The 
machines save time when large numbers of cards are to be punched in 
one or more coding positions. 

To speed sorting where there is a large quantity of cards, a Keysort 
Selector can be used. This makes a selective sort along an entire edge 
of approximately 200 cards at a time. 

There are numerous applications of hand punched cards in business 
and industry. You will find them being used in payroll preparation and 
labor distribution, check reconciliation, indexing, patent classification, 
production control, inventory records, personnel records and many others. 
A needle sort card may be one or more parts of multiple part form. 
Here is an example of a hand-punched card in use: 

A company wishes to select candidates from among its own employees 
for a position in another branch. The ideal for the job is a man forty 
years of age with a college education, married and with a family. It 
would be desirable that he speak Spanish since he will handle a certain 
amount of Spanish correspondence. All this information should appear 
on his personnel record card. To get together the cards of employees 
who qualify might ordinarily be a problem, but with a card into which 
is punched this type of personnel data, it is possible to quickly sort 
out the qualifications. If only one employee has all the desired quali- 
fications his card alone will sort out. 
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Speed , Easy Snap-out 

Efficiency Unit Sets 

Versatility Continuous Sets 

Flexibility Clean Impression 

Printed Block-outs anywhere in set 

Cut-out Carbons anywhere in set 

Printed Block-outs and Cut-out Carbon in same set 

Various weights, colors and grades of paper in 

each set 

Efficiently used in any typing machine without y/ 
gadgets or attachments Ll \ : 
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FANFOLD + SALESBOOKS + REGISTER FORMS + SNAP-OUT 
UNITS + CONTINUOUS SNAP-OUTS + FOLD OVER 
STATEMENTS + CONTINUOUS ONE-TIME FORMS 


SMITH BUSINESS FORMS 
Frederic B. Smith Co., Inc 


° WINTHROP, MASS ° OCean 3-3890 










A mid-western manufacturer had the answer 
to that question in less than an hour because his 
factory accounting is accomplished with Keysort 
Punched Cards. Spotting the condition by the fourth 
of the month from his Manufacturing Statement, 
the Plant Superintendent reached for his depart- 





“Why has manufacturing cost soare 


when direct labor cost is down $20 
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will want to see 


The McBee representative has a newly pro- 
duced portfolio, “Comprehensive Plant Re- 
ports On Time!” Though it visually 
portrays a complete simplified procedure for 
producing important daily, weekly and 
monthly plant operating report—it is, in 
reality, a digest of more than 1,000 actual 
installations of such procedures in manufac- 
turing plants all over the country. 

The portfolio illustrates how the daily fig- 
ures of payroll, materials and shop burden 
can be quickly and easily processed to mean- 
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PEGBOARD FORMS 


PEGBOARD is usually a smooth, lightweight board with a metal 

groove on the left-hand side in which a line guide moves to insure 

horizontal alignment of the figures on the peg-strip forms. As part 
of the pegboard there is a removable metal peg-strip with round pegs 
spaced at regular intervals. A slotted metal tube fits over the metal 
peg-strip to hold the peg-strip forms in order. 

Peg-strip forms are paper punched to match the metal peg-strip and 
printed with one or more columns depending upon the business system. 
Groupings or classifications are printed in vertical order and all entries 
relating to these classifications appear in the same order. 

To summarize items on peg-strip forms, the forms are spread or 
shingled in an overlapping manner on the pegboard. Like classifications 
line up in direct relation to each other. Figures can be accumulated 
quickly according to classifications. Posting of figures is eliminated 
because the figures taken from the originating point are used throughout 
the entire accounting procedure. 

Pegboard systems are popular where a machine application is not justi- 
fiable. They are being used for many systems such as payroll operation, 
sales analysis, expense distribution, production control and many others. 
While there is some difference in one manufacturer’s pegboard compared 
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Forms in place on a pegboard. 





FIRST GHOIGE a. FORMS INDUSTRY 
jeye One time carbon papers 


@ legibly clean copies 
@no smudge —no offset 
®@ consistent quality 





@a one time carbon paper for every requirement 


® one time carbon paper 

® spot (area zoned) . . . processed-perforated 
® carbonized print paper 

® pencil carbon paper 

® special purpose carbon papers 


FOR DEPENDABLE REPRODUCTION 





specify -jrye One time carbon papers 


(AVAILABLE TO ALL FORMS MANUFACTURERS) 


a. 


kE=> 
5 ba be MANUFACTURING COMPANY \\ /) DES MOINES, IOWA 


(established—1912) 
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to another’s, in principle they are similar. 

Payroll systems are one of the more popular uses for pegboards and 
the type of board generally used has the metal peg-strip at the left side 
rather than at the top. Information can be recorded in one writing on 
the payroll check, earnings card and payroll summary. Pegboard systems 
are frequently used to analyze sales and sales costs. A peg-strip form 
may be a unit set or one or more parts of a multiple part unit set form. 
Different colors of paper can be used for peg-strip forms to identify 
different classifications 














— — ToT pene cecil 


Simplified pegboard style receipt writer. A pegboard accounts payable system. 
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ONE-TIME CARBON UNIT SETS 


NE-TIME CARBON UNIT SETS, popular and widely used, are mul- 

tiple-part forms interleaved with one-time carbon paper with a 

carbon extraction feature. The carbon is attached to a perforated 
stub and usually 14” short at the end opposite the stub. Carbon and stub 
are separated quickly and conveniently from the form with a snap opera- 
tion. A complete set of forms has any number of copies and carbons held 
together in a single unit by the pasted stub. The one-time carbons are 
removed by a snap of the stub ahd the carbons need not be handled. This 
type of form is manufactured under various manufacturers’ brand or 
trade names. 

The design of such a form allows a maximum of flexibility that permits 
practically an unlimited number of special features to be incorporated 
into the form. For example, it may contain from 2 to 20 parts in any 
practical size. It may have such features as varying lengths and widths 
of parts and carbons, various colors and weights of papers, interior 
perforations, cut-out carbons, spot carbons, block-out patterns and prac- 
tically any paper stock may be used. These versatile forms may be hand- 
written or machine written and they may be imprinted on addressing 
machines, and some types of duplicating equipment. 

When printed on rotary presses, all parts are usually printed from 
separate rolls of paper, therefore every part of a set may be on a dif- 
ferent weight or grade of paper. All parts, except those with a double 
stub, are open at the end opposite the stub. Following are some of the 
constructions possible, and indicate the extent of versatility and flexibility 
of this type of form. 

Top stub is the most popular construction. Ideal for inserting in type 
writer. Easy to handle for both hand and machine writing. 

Bottom stub is convenient for correcting while in the typewriter. 
Ideal for inserting in front-feed typewriters. Stub provides easy grasp 
for forms bound in books. 

Left or right side stubs are easier to snap apart because of less linear 
dimension along stub perforation. Works best on flat-bed machines such 
as Elliott Fisher and Addressograph. Provides some rigidity to set when 
entire set or a section of set is filed vertically. Not generally recom- 
mended for use with round platen machines. Left side stub is better for 
handwritten forms. 

Unit sets are usually delivered as individual sets for machine or hand- 
written operations, but they can be made in a continuous style. Individual 


—— 


Left-side stub. Bottom stub. Top stub Right-side stub 
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MAN WITH A ONE TRACK MIND... 
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..REYNOLDS & REYNOLDS 
BUSINESS FORM SPECIALIST! 


HIS BUSINESS IS BUSINESS FORMS! 


You'll find he can be very helpful in suggesting 
time and money-saving paperwork methods. 
His experience is broad and his suggestions 
are based upon intimate contact with paper- 
work problems in hundreds of businesses, large 
and small. 





UNISET CARBON INTERLEAVED FORMS 
MACHINE ACCOUNTING FORMS 
CHECKS 
NEEDLE-SORT CHECKS 
“NO CARBON REQUIRED" PAPER 
BUSINESS STATIONERY 


FORMS ON 


THE REYNOLDS A REYNOLDS COMPANY 


PLANTS IN DAYTON, CELINA OHIO, DALLAS and LOS ANGELES 
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Boston, Mass 
Bridgeport, Conn 
Buffalo, N.Y 
Charlotte, N.C 
Chicago, til 
Cincinnati, 


Ohio 


OR WRITE THE MAIN OFFICE. 800 GERMANTOWN STREET, 


Cleveland, Ohio 
Columbus, Ohio 
Dallas, Texas 
Davenport, lowa 
Doyton, Ohio 
Denver, Colo 
Detroit, Mich 
Ft. Wayne, Ind 
Grand Rapids, 
Houston, Texas 
Huntington, W 


Indianapolis, ind 
Jacksonville, Fila 
Konsas City, Mo 
Los Angeles, Calif 
Louisville, Ky 
Lubbock, Texas 
Memphis, Tenn 
Milwoukee, Wis« 
Muncie, ind 
Newark, NJ 
New Orleans, 
New York, 


Oklahomo City, 
Omohe, Nebraska 
Peoria, Ii! 
Philadelphia, Pa 
Pittsburgh, Po 
Portiand, Oregon 
Providence, 8.1 
Reading, Poa 
Richmond, Vo 
Rochester NY 
Mo 


Okla 


Mich 


Va la St. Lovis, 


N.Y 


DAYTON |, 


St. Paul, Minn 

Son Antonio, Texas 
San Diego, Calif 
San Francisco, Calif 
Seattle, Wash 
Springfield, Mass 
Syracuse, NY 
Toledo, Ohio 
Tulsa, Okla 
Washington, 
Wichita, 


o.C 
Kans 


OHIO 





MANUAL OF BUSINESS FORMS 


Some of the elements of a unit set. 


sets can be bound into salesbook covers or used with holders for hand- 
written applications. 

Double stub sets can be separated into two units, after first writing, 
for subsequent writings. Double stubs may be at left and right side, or 
top and bottom. 

Varying widths of parts and carbons permit some data to be written 
on all parts and additional information on some other parts. Allows 
extra width on some parts for binding margins. 

Varying lengths of parts and carbons permit some data to be written 
on all parts and additional data on some other parts. 

Varying lengths and widths permit some data to be written on all parts 
and additional information on some other parts. All parts must align at 
top or at either left or right side. 

Slotted punching allows insertion in and removal from post binders. 

Die-cut carbons allow an area of practically any shape to be cut out 
of the carbon to permit writing some data on all parts and delete some 
data on other parts by preventing carbon impression in die-cut areas. 
Many hand operations and costly manufacturing operations are required 
to manufacture and assemble forms containing die-cut carbons. There- 





rkson is not a forms giant 


but gives you big benefits 
giants can't touch! 


Clarkson’s specialization in one product, 
tabulating forms, gives users three distinct 
advantages. 


FIRST 


There’s SPEED . . . Within 24 hours 
of receipt, your order is in process 
at Clarkson’s factory. Often, stock 
items are even shipped in less time 


SECOND 


Clarkson has SERVICE... No red 
. tape! Clarkson representatives report 
» right to the factory. In fact, from your 
desk a Clarkson representative can 
find out when and how your order 
will be shipped. 


THIRD 


Add PRECISION .. . Clarkson’s own 
specialized techniques guarantee 
absolute vertical and horizontal 
registration . . . from the first to the 
last copy .. . and from the top to the 
bottom of the pack. You get full- 
time tabulating efficiency with your 
Clarkson forms. 


Send for: “Stock Forms,” Catalog 66 
“Custom Forms,” Catalog 77 


Take advantage of the personalized attention you can only 

r receive from such an efficient, specialized firm as Clarkson 
Call your Clarkson representative . . . or write for name of 
the one nearest you. 


CLARKSON > Full-Time Tabulating Efficiency 


CLARKSON PRESS, INC. 
198 VAN RENSSELAER STREET . BUFFALO 10, N. Y. 
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Varying widths of parts and carbons. Varying lengths of parts and carbons. 


fore use only when some other carbon feature will not do what is required. 

Stub perforation position may vary from part to part to provide a means 
of eliminating unwanted information from certain copies. 

Continuous unit sets allow utilizing many of the construction and 
design features of unit sets and gain some advantages of continuous 
forms. Usually only one part of this type of form is used to link the 
forms together whereas all parts are linked together in most con- 
tinuous forms. 

Semi-continuous forms in small sizes offer some advantages of con- 
tinuous forms. 

Block-out patterns permit some data to appear on all parts and addi- 
tional information to appear on same parts without varying the lengths 
or widths of parts and without the use of die-cut carbons. Information 
not to appear on any particular part is buried in a maze pattern that 
makes it difficult or impossible to be read. 

Carbon spots may be printed in predetermined spots on either the 
parts of the form or on carbon kraft tissue as a means of eliminating 
data on certain parts of the form. The spot-carbonized area may be any 
shape or size running at any angle to the stub. 




















Carbon spots. Strip coated carbons. 
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UNIVERSAL 
systems machines 


Model AV systems 
machine Illustrated. 





the world’s only machines 


THAT e SELECT e ELIMINATE * CONDENSE e¢ SHIFT 
lines — columns — headings 


from one master without masks, blockouts, 
strip-masters or shingled forms 








Write to... af 
oa 
Sole distributors 
in the U. S. A. 


Dept. MB4, 105 Chambers St., New York 7, N. Y. 
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i 
Continuous snap-out forms. Semi-continuous forms. 


Strip coated carbons provide a means for permitting all data to ap- 
pear on some parts of a set, eliminating various selected data on other 
parts in the set. Strip coated carbon may vary in length from the stub 
to the end opposite the stub, but the strips must run the full width along 


the stub dimension. The back of an opaque sheet, which is part of the 
form, also can be strip coated. 

Any part may be easily extracted as desired, leaving the rest of the 
set intact. 

One part supplements with attached carbons are available when extra 
copies of a set are required. As many as 4 or 5 supplements can be added 
behind the basic set or inserted in the basic set. 

A set may be separated into sections and the sections will remain 
intact for additional insertions of data through special construction of 
the main stub or by the use of double stubs. 

Combining related forms is readily permitted for a single typing op- 
eration because of the flexibility of forms constructions. 

Duplicating masters for such processes as offset, hectograph or white- 
print may be part of the set: 

1. Offset. One or more parts of unit set can be an offset master for 
reproduction on offset duplicating equipment. 

2. Hectograph. Unit sets can contain hectograph masters for dupli- 
cating on gelatin process duplicators or on direct process hectograph 
duplicators. 

3. Whiteprint. One or more parts of a unit set can be a translucent 
master for reproduction on translucent master reproducing equipment. 
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to all AMERICAN LITHOFOLD Salesmen 


No. 32-X Subject: AMERICAN LITHOFOLD PRODUCTS 


You have many dramatic new products that even the newest manuals on 
Business Forms haven’t been able to cover in full. Be sure to tell every 
forms user about Lithstik, Secret Spot, NCR, and other American Litho- 
fold “specials”. Demonstrate them, talk about them, and plan them into 
your forms jobs. Here are your points: 


“SECRET SPOT” CARBON PAPER: By our exclusive 
process, any part or parts of a sheet of carbon paper 
can now be desensitized to prevent the copying through 
of confidential information. This method is far superior 
to old-fashioned “blockouts” (which still permit the 
information to be read in some cases) more eco- 
nomical than cut-out carbons ... and neater than 
carbon spots. Details are available in Litho-Flash 
Sulletin No. 34. 





LITHOSETS: Single form sets, interleaved with one-time carbon paper, 
are bound together in a perforated stub for quick separation of carbon 
and paper with a single “snap-out” motion. This type of form saves from 
32% to 84% of unproductive time in handling ordinary loose forms and 
carbons. (Refer to your folder on photographic “Tracer Light Studies”.) 


NCR (NO CARBON REQUIRED) FORMS: Newest product in multiple 
copy forms. By means of chemical coatings on face and back of the paper, 
a clear blue image is produced when pressure is applied, such as the 
impact of a typewriter key or pencil point. NC R forms are described in 
Bulletin No. SA310. 


LITHSTIK: An American Lithofold “first” that can be 
of great value to many customers. It consists of strips 
of Pressure-Sensitive Adhesive, applied anywhere on 
the face or back of selected parts of the form. By 
peeling off the protective covering, the copy becomes 





Lithstik are covered in Bulletin No. 50. 


Special “Litho-Flash” Bulletins, as well as other literature and samples, 


are available for all our products. Customers can obtain copies from you 
or by writing us direct if they prefer. 


500 BITTNER ST. 
ST. LOUIS 15, MO. 


Pulte Baits (e)ce)kemele) ite) y-Wile) | 


adhesive, and can be attached to other forms or file 
folders. Complete details on the many applications of 
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Advantages of Unit Sets 


The principal advantage of using unit set forms is the saving of time 
The sequence of operations shown below indicates the steps repeatedly 
required to type a simple, multiple-part, cut form as compared to a 
unit set type of form. 

Any job operation whether it is the manufacture of an article or the 
typing of a business form consists of three phases: (1) Makeready; (2) 
Do; (3) Put away. In typing a form, the actual typing is the only “do” 
or productive operation. The hand assembling of forms and carbons is 
unproductive time and labor. 


COMPARISON OF OPERATIONS 





UNIT SET SIMPLE CUT FORM 


(No interleaved carbon} 


. Pick up form and insert in typewriter. . Pick up forms 

. Roll to first writing line. . Pick up carbons 

. Type. . Interleave carbon 

. Roll from typewriter. . Jog into alignment 

. Snap apart. . Insert into typewriter 

. Roll to first writing line 
. Type 

. Roll from typewriter 

. Remove carbon 








* Makeready operations (non-productive). 
** Productive operations. 
*** Put-away operations (non-productive). 


It is quickly apparent that the advantage of using a unit set form is 
that it reduces time in both the makeready and put-away operations, 
therefore releasing more time for productive work. It would be impos- 
sible to justify the use of a unit set form over a simple cut form on the 
basis of the cost of the forms themselves. It is not unusual for a unit 
set form to exceed the cost of a comparable cut form by two, three and 
frequently four times depending upon the quantity printed. The greater 
the quantity, the smaller the differential in cost. The unit set’s primary 
purpose is its saving of unproductive time and its flexibility of con- 
struction which frequently permits the combined preparation of two or 
more forms previously prepared separately. The amount of time that 
can be saved is illustrated by the page 113 stop watch study of unpro- 
ductive labor time, using loose forms and loose carbons as compared to 
the unproductive time of a unit set form. 

A summary of the principal advantages and features of unit sets: 

1. Unit sets are made from separate rolls of paper; therefore can have 
all parts in the set on different weights and grades of paper. 

2. Save handling time and reduce non-productive time. 
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LOOSE FORMS & 


NUMBER LOOSE CARBONS UNIT SET 
OF PARTS 


Wasted seconds per form | Wasted seconds per form Savings per 
in Non-Productive time. | in Non-Productive time. form in Non- 
(Insert carbon between | (Insert in typewriter, locate Productive 
sheets, jog into alignment, | first writing line, remove time. 
insert form into typewriter, | form and snap apart.) 
find first writing line, 
remove form and take out 
carbon.) 


14 seconds 5.52 seconds 8.48 seconds 
5 lad re ‘9 17.98 " 
32 Fe = a 26.48 

41 + 5 * 35.48 

50 ti a5 s 44.48 
575 " ij . 51.98 
675 ‘s 7 61.98 
76.5 " a " 70.98 

85 = - % 79.48 
ae 6s 88.18 
102.5 " ss 96.98 














USING LOOSE FORMS AND LOOSE CARBONS, THE CALCULATED 
COST OF UNPRODUCTIVE LABOR PER THOUSAND FORMS (40-HOUR WEEK) 
PARTS $35 a Week $40 a Week $45 a Week $50 a Week $55 a Week 
$3.41 $3.78 $4.35 $4.86 $5.33 
5.47 6.25 7.02 7.82 8.59 
7.77 8.80 9.99 11.12 12.13 
9.96 11.40 12.75 14.24 15.65 
12.16 13.89 15.60 17.36 19.09 


16.40 18.74 20.76 23.44 25.66 
18.58 21.23 23.88 26.56 29.19 
20.65 23.60 26.52 29.50 32.44 
22.78 26.04 29.25 32.54 35.79 


2 
3 
4 
5 
6 
7 13.96 15.95 17.94 19.96 21.93 
8 
9 
10 
| 
12 24.89 28.45 32.01 35.58 39.12 





USING UNIT SETS, THE CALCULATED 
COST OF UNPRODUCTIVE LABOR PER THOUSAND FORMS (40-HOUR WEEK) 
$35aWeek $40aWeek $45aWeek $50aWeek $55 a Week 
For All Parts . 1.33 1:52 1.71 1.90 2.09 





SAVINGS THAT CAN BE THEORETICALLY EFFECTED, USING A 4-PART FORM 


WEEKLY SALARY 35 $40 $45 $50 $55 
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3. Convenient and clean to handle. 

1. Particularly ideal to travel as a unit for later checking, handling and 
later entry. 

5. May be handwritten, machine written, or both. 

6. Suitable for intermittent as well as regular work. For example, peak 
loads can be taken care of by using any available typewriter since unit 
sets require no special attachment on the typewriter. 

7. Any part may be easily extracted as desired leaving the remainder 
of the set intact. 

8. Can be used on most printing accounting machines. 

9. Parts can be printed in different colored inks. 

10. May be used on any typewriter up to its limitations to reproduce 
carbon copies. No special typewriter attachments required. 

11. One part supplements with attached carbons are available when 
extra copies of form are required. 

12. Special types of paper may be specified such as safety paper, trans- 
lucent paper for diazo reproduction, lightweight card stocks, etc. 

13. Duplicating masters for offset, hectograph or whiteprint may be 
part of the set. 

14. Various grades, types and colors of carbons may be specified. 

15. The set may be separated in sections which will remain intact as 
a unit for additional insertions of data. 

16. Flexibility of construction frequently permits the combined prepa- 
ration of two or more forms previously prepared separately. 

17. Several features are available which offer means of having selective 


information appear on some parts, but not on other parts. 





Correspondence second sheets in unit sets Perforated address labels in unit sets. 
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CHANGING FORMS? CHECK CUMMINS CONTROLS 


F YOU ARE REVISING YOUR FORMS, investigate the advantages of de- 
signing them to fit Cummins’ airtight systems of internal control. 


Forms are called the tools of management because they control all transac 
tions in modern business. Virtually all forms must be numbered to distinguish 
one transaction from another and facilitate proper accounting of each. 


The Cummins systems require that all copies of each set of forms be num- 
bered by an automatic consecutive numbering perforator. Source documents and 
other papers pertaining to the transaction receive the same perforated number in 
the same actuation. The perforated number becomes not only the transaction 
number, but a validation of the transaction as well. A responsible official holds 
a key to the perforator, so there can be no unauthorized use of the machine. Un 
processed forms (such as merchandise orders, purchase orders, invoices, checks) 
are subject to fraudulent use in other systems, and must be kept in a vault or 
under lock and key. But this is unnecessary in the Cummins systems, since forms 
are useless until perforated. 


Any number of persons, in the Cummins systems — unlike other systems of 
form control—can fill out forms simultaneously, with assurance that all trans 
actions taking place in one day will be numbered in exact sequence. Further, there 
can never be any gaps between the numbers of the transactions of one day and 
those of the next, or any overlapping of numbers. Since the numbers are always 
in exact sequence, no register is needed of numbers used, lost or spoiled. This 
perfect sequence of numbers also permits a quick, accurate, daily check-out of 
all transactions. 


No other system of control has a// the advantages of the Cummins systems. 
It’s a simple matter to design your forms to fit these systems. Your Cummins rep- 
resentative, whose name is in your classified telephone directory, will be glad to 
show you how. Or write directly to the factory at the address below. 


Cummins Invoice Canceling 
, Perforator cancels invoices, 
« supporting papers with holes 
you can read, virtually elim- 
inates duplicate payment of 
invoices 


IN BUSINESS AND BANKS @ SINCE 1887 
forator numbers order sets 


consecutively with holes you 

P ° P can read, gives absolute con 

Cummins Business Machines Piette na ee sg theta 
Division of Cummins-Chicago Corp. actions 


4748 N. Ravenswood Ave., Chicago 40, Ill. 
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Hand numbering machine designed to print 
Automatic consecutive numbering perforator. on carbon copies. 








OATE ENTEREO 
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Date and consecutive number made by machine at left above. 


Numbering unit sets. Unit sets may be consecutively numbered by any 
of the following methods: 

1. Have all parts in the set or only certain parts in the set consecu- 
tively numbered at the time the forms are being printed. 

2. Number the forms at the same time the form is being filled out by 
the same process that is used to fill out the form. 

3. Consecutive numbers may be marked on the forms by means of an 
automatic numbering perforator or by means of a numbering machine 
capable of making an impression through carbon copies. 


Other Types of Unit Sets 


The most common construction of unit sets has the carbons pasted 
into the perforated stub so that carbons are separated from the set 
when the set is snapped apart. There are available, however, other types 
of constructions or variations which also might be considered unit sets. 
A few of these are constructed as follows: 

Fanfold unit sets are printed on a wide roll of paper and accordion 
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folded into the various parts. The stub is perforated and carbons are 
shorter, as in regular unit sets. Because of this method of manufacture, 
all parts of the set must be the same weight and grade of paper. It 
has a perforated stub to which the carbons are attached and it snaps 
apart in a similar manner to the regular unit set. The principal advan 
tage over the regular type of unit set construction is that fanfold sets 
can be purchased for approximately 15° less than the regular type of 
construction provided the physical construction and quantity required 
lends itself to fanfold production. 

Disadvantages are that various weights and grades of paper cannot 
be specified and the wide range of construction features available with 
the standard construction are not all possible. 

Corner-snap unit sets have the upper left corner of the set perforated 
diagonally. A metal staple holds the set together and there is no stub. 
The lower right corner of the carbon paper is cut off. The form is 
separated by holding the upper left corner and pulling the right corner. 

Principal disadvantage is that the parts are not held firmly together 
and registration from part to part is apt to be poor. 

Thumb-notch sets have a die-cut notch in the bottom center of the form 
where the carbon can be grasped for extraction. Usually there is a per- 
forated stub in this construction, but the carbon is loose. 

Fold-over forms. Individual sheets of paper may be folded into a 
variety of duplicate, triplicate, and quadruplicate sets. These forms may 
be scored or perforated for ease of folding and separation. This type 
of form offers the advantage of a unit like construction. These forms 
can be supplied with carbon inserted but usually carbon paper is in- 
serted by hand. 


An automatic feeder for unit sets. 
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CONTINUOUS FORMS 


ONTINUOUS FORMS are single or multiple-part sets of forms manu- 

factured and printed in strips from rolls of paper on special rotary 

presses by specialized forms printers. Forms are delivered to the 
user in an unbroken or continuous series in a flat-folded style. The prin- 
cipal reason for the development and use of continuous forms is to 
eliminate or reduce non-productive time resulting from the handling of 
loose forms and loose carbon paper. This principle has been recognized 
and applied in many other manufacturing industries. It is the important 
manufacturing principle of automatic feed that results in a continuous 
flow of work. Time studies have proved that continuous forms can be 
written faster than any other type of business form. 
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Some of the elements of a continuous form. 
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The Olivetti Automatic Carriage Printing Calculator auto- 


matically calculates and prints desired figures on record-forms, 


moving automatically to the proper columns. Can perform 21 sep- 
arate operations automatically in desired sequence; the sequence 
can be quickly changed. With platen split, it also prints on tape. 
Write Dept. DW, Olivetti Corporation of America, 580 Fifth 
Avenue, New York 36, N. Y. 
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The automatic feed principle is incorporated into continuous forms 
by printing them in continuous strips—one form after another. Con- 
tinuous forms can be supplied interleaved with one-time carbon or the 
carbon paper can be retained by and fed from the machine on which the 
forms are written. 

Several types of mechanisms can be built into, or attached to, a type- 
writer or other forms-writing machines to hold the carbon in place while 
a completed set of forms is drawn out and removed. Removing one set 
of forms automatically brings the next set into proper writing position 
with the carbon in place ready for typing. 


Methods of Handling Carbon Paper 
for Continuous Forms 


Floating reusable carbons are available in a variety of constructions 
to fit the requirements of almost any continuous forms-writer or type- 
writer. Carbons come in sets of the number of carbons necessary to load 
the forms-writing machine. A five-part form, for example, would require 
a four-part set of floating carbon. 

Carbon packs are one type of floating carbon. The pack operates simi- 
larly to single sheets of carbon paper in that it rolls forward with the 
forms as they are typed. When the form is completed, an aligning bar 
stops the carbon pack in the machine while the forms are pulled out. The 
same set of carbons are used over and over until worn out. 

Roll carbon or continuous strips of carbon paper in a roll are fed 
transversely across and between the parts of the multiple-part form. 
Winding the carbon on one side of machine brings fresh carbon between 
parts of the form. 

Inked ribbon attachments hold inked ribbons in position between the 
parts of a form. As each set of forms is completed, rolled forward and 
torn off, the ribbons remain in position for use on the next set of forms. 
Produces up to three or four satisfactory copies plus original. 


An inked ribbon attachment. A carbon pack. 
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Interleaved one-time carbon are sheets of inexpensive one-time carbon 
interleaved between parts of the form when the forms are manufactured. 
Both carbon and forms are torn from the continuous strip of forms after 
typing. The carbon is then separated from the form and discarded. 


Types of Continuous Forms 


Marginal punchings may be had in continuous forms. Punching may 
be on both sides or either the left or right margin to provide a feeding 
and aligning control when forms are fed over a sprocket feeding device 
attached to a typewriter or other forms-writing machine. Marginally 
punched continuous forms are almost always used on such equipment 
as tabulators, teleprinters, Teletypes and Addressographs 

Used in conjunction with a forms-feeding device, marginal punched 
forms make possible a completely automatic operation of the forms- 
writing machine. If close register is necessary from part to part or from 
set to set, or if a large number of parts must be held together in register, 
marginal punched forms can be used to advantage. 

There are two basic kinds of continuous forms: (1) fanfold and (2) 
continuous strip: 

Fanfold (not interleaved) continuous forms have the alternate side 
edges joined by a perforated hinge. The joined edge holds the parts 
together and in register. Such forms are printed on all parts at one time 
on a wide roll of paper on rotary presses. The set of forms is made up 
by folding fanwise on the vertically perforated edges of each part so 
that the face of each part is turned up and the reverse side turned down. 
The long continuous strip of fanfold forms is usually perforated hori- 
zontally and folded into a flat pack. 

The fanfold type of form can be manufactured with or without inter- 
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Continuous strip forms. 
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Highest Efficiency Factors 


StAMCO BRAND RE-USABLE CARBON PAPER 
SYSTEMS FOR CONTINUOUS FORMSWRITING 


ous forms 
penendously 
at 

: all methods 


the machine 


) 
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Stamco Brand ROLL-O-PAK 


carbon paper and accessories for continuous pin-feed forms 


RESERVE CARBON SUPPLY 
A single loading of Roll-O-Pak carbon provides a full two weeks supply 
for the average installation. 


CONTROLLED CARBON ALIGNMENT 


Easy-Flo carbon carrier with “‘tilt-control’’ assures perfect alignment of 
carbon in every pin-feed form. 


‘‘TWIST-EASE”’ CARBON CHANGES 


Fresh carbons advance with a simple twist of free-turning core. One twist — 
and afresh section of carbon is ready for hours of formswriting. 


DRY, SMEAR-PROOF COPIES 


New Stamco Dri-Rite carbon paper writes dry, smear-proof copies on any 
weight stationery up to 100 tag stock. 


recommended for open web forms, conventional or 
pin-feed, on IBM and Underwood Formswriters 





Stamco Brand REPEAT-O-PAK 


carbon paper and accessories for continuous fanfold forms 


MULTIPLE CARBON LOAD 

Loads 6 times more carbon paper on any formswriter or continuous form 

typewriter attachment. 

CLEAN, SIMPLIFIED INSTALLATION 

Install Repeat-O-Paks from a normal sitting, typing position. Patented 

construction simplifies carbon loading, changing, and storage. 

FLEXIBILITY 

Custom designed buffer, blockout, or hecto paks for every system need. 

New Photo Pak prepares diazo master (Ozalid and Bruning) on conven- 

tional sulphite stationery at a cost of 4c per hundred masters! 

CONTROLLED CARBON FEED 

Model! B carbon support rigidly controls proper carbon alignment, New 
Twin B support sinrplifies and improves slitting of fanfold forms. 


recommended for Underwood and IBM formswriters; 
Egry, Moore, and Uarco typewriter attachments for 
continuous forms 





























to all AMERICAN LITHOFOLD Salesmen 


No. 33-X Subject: ADVANTAGES OF LITHOSTRIP FORMS 


efficiency of various 


the comparative 
punched continuous 


studies showing 
act that marginally 


All charts and 
basic f 


types of forms reveal the 
forms are the most efficient. 

We have made comparison studies in the past, and have found that our 
Lithostrip Forms save from 36% to RR% of handling time, by elimi- 
nating many wasted motions. For example, Lithostrip eliminates 6 
operations required by manual forms .. - 3 operations on unit sets. These 
comparisons are dramatically demonstrated by the actual Tracer Light 
Photographs in your “Time and Motion Study” folder. Your prospects 
will want to see this along with the charts. 


Even more important savings than those outlined 
with Planned Lithostrip 


above are made possible 
Forms. Your “Doodles in the Air” pictures show 


the comparison between redesigned Lithostrip Forms 
and those of ordinary design. Showing your 
“Doodles” brochure and glossy photographs will 


really convince your prospects. 





customers will want to hear 
run unattended on automatic 
equipment. This pro- 
relieves the operator 


Lithostrip advantage your 


that our forms will 
and other automatic 


labor, because it 
running. 


Another big 
about is the fact 
tabulators, Teletype machines, 
duces a big savings in expensive 
for other duties W hile the machines are 
Tell your customers how Lithostrip Forms are 
manufactured at 100 times normal operating speed. 
This high-speed processing acts as 4a “Pre-Test”’, 
since only the finest precision work could feed prop- 
erly at such a fast rate. In this way, we can be sure 
a the Lithostrip Forms will consistently assure 

perfect registration, free-flowing feed and accurate 


alignment. 





.d information of the Tracer 
Ask for copies of “Litho- 
Motion Study” and 
irect if they wish. 


photographs and detaile 
interested forms users. 
and the folders on “Time and 
or have the customers write d 


You can now obtain 
Light tests for any 
Flash” Bulletin No. 9, 
“Purchase for Profit” 


500 BITTNER ST. 


AMERICAN LITHOFOLD CORPORATION ST. LOUIS 15, MO 
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leaved one-time carbon. When the fanfold form is used without one-time 
carbon, carbon is fed from the forms-writing machine by means of a 
carbon pack, carbon roll or other carbon feeding devices. In removing 
the set of typed forms, the removal operation brings into typing position 
the next set of forms interleaved with carbon. Use of the fanfold form 
with a carbon loading device frequently permits typing as many as 500 
or more sets of forms with one loading of forms and carbons, and 
eliminates the carbon removal operation. 

The fanfold is probably the oldest type of continuous multiple-part 
form and the least costly multiple-part form to manufacture. However, 
it is not generally economical to print in less than 4 or 5 parts and in 
quantities of less than 20,000 because of the comparatively expensive 
press makeready or preparatory costs. It can cost as much as 40% less 
than the continuous strip type of form which is usually interleaved with 
one-time carbon. 

Fanfold forms are printed on a wide roll of paper and are folded at 
perforated edges. Varying widths of parts can be produced to permit 
the omission of data from some of the parts or to provide desired sizes 
for binders, filing cabinets, etc. Related parts may be retained as a unit 
for adding data, mailing, routing without the need for staples or clips. 

Fanfold (interleaved) forms are interleaved with one-time carbon 
either between some parts only, or between all parts, for use on machines 
that do not have a reusable carbon feeding device nor a sprocket feeding 
attachment. 

Since it is produced from one roll of paper, all parts must of necessity 


Continuous stapled forms with marginal 
punching. Fanfold form with parts of varying widths 
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be of the same weight of paper and color. However, one or more parts of 
the paper may be color striped, tinted or colored printing inks may be 
used for part identification and routing purposes. 

To separate and sort, a group of approximately 25 unfolded sets are 
placed piled on top of each other on a desk top and all part ones, part 
twos, etc., are separated by tearing along the perforated sides. 

The principal advantages of this type of form can be illustrated by 
the following comparison, neither type being marginally punched: 


FANFOLD (Not Interleaved) 
Can be typed only on any forms writing 
machine or on a typewriter with fanfold 
attachment. 
Saves cost of one-time carbon paper, 
but entails capital outlay for forms 
writing machine or typewriter with 
fanfold adapter. 
Suited for continuous operation where 
one form always remains in the ma- 
chine ready to type. 
Suited for installations where all typ- 
ing is complete at original writing. 


FANFOLD (Interleaved) 
Can be typed on any typewriter. 
Saves cost of special machine but en- 
tails cost of one-time carbon. 
Suited for periodic operation and peak 
loads. Easily removed to make way for 
other typing. 
Suited for later entry because one-time 
carbon can be left in set. 
Data may be eliminated by use of strip 


coating on wide and narrow carbons in 
the forms. 


Data may be eliminated by use of wide 
and narrow carbons on the writing ma- 
chine. 

Fanfold forms with marginal punchings and interleaved with one-time 
carbon are used to advantage when either the entire form or certain parts 
of the set are to be held together and additional data added after the 
initial typing. Keeping a unit together in this way reduces handling time. 
With this construction it is possible to have marginal stubs at one or 
both sides of the form and the carbons may extend into the stubs or may 
be shorter to provide extraction feature and blockout of data. The color 
tinting process may be used for part identification. A few construction 
features possible with the marginal punched fanfold form are: 

Wide and narrow parts may be supplied at either or both sides of form. 

Striped carbons for omission of data from certain parts of set. 

A unit set type of carbon extraction feature obtained by pasting of 
carbons in one margin stub and running carbons short in the opposite 
direction. This construction may be varied to have one or more unit sets 
in each set of forms. 

A thumb notch may be positioned at either top or bottom or at corners 
for easy carbon extraction. 

Continuous strip forms are printed on separate rolls of paper for each 
part and, unlike the fanfold type, are not attached at the sides. These offer 
the advantage of different colors, grades, and weights of papers within 
the set, and immediate separation of parts after each set is typed or 
written. This type of form is available with or without marginal punch- 
ing, and interleaved with one-time carbon or without it for use with a 
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How STANDARD REGISTER continuous strip 


interleaved carbon marginal punched forms 


Cut Finished Record Cost 


Typing is continuous when you use Stand- 
ard’s Kant-Slip* forms and the Registrator* 
Platen in your writing machine. There’s no 
“make-ready”—no handling, loading or 
shifting carbons or forms. 

From the first writing line of the first form, 
all parts of every set will “feed, align and 
register continuously, accurately and auto- 
matically without readjustment.”** 

This positive automatic feed permits max- 
imum writing efficiency. Standard’s Auto- 
matic Line Finder can often eliminate 
needless line spacing, through “vertical tab- 
bing.” Scientife form design reduces non- 
productive motions. Combination of sep- 
arate forms, on various paper stocks, is 
readily possible. 

“Put-away” can be mechanized, too: Au- 
tomatic carbon removal with Standard’s 
Separator-Refold Tray detaching of 
single forms by electric Burster. Or by hand, 
precision perforations for quick, clean tear- 
ing and carbon Zip-tabs* simplify finishing. 

Many users have reported that Kant-Slip 
continuous strip forms and the Registrator 
Platen give the highest efficiency, in actual 
forms production per operator-hour. 


*Trade-marks of The Standard Register Company 
** Excerpt from Standard’s unique operational warranty 


Standard Register 


BUSINESS FORMS 


Paperwork Simplification 


COMPARE ACTUAL TIME STUDIES 


Figures show forms production increased 
during a full shift under actual operating 
conditions. (Details on request.) 


114% INCREASE—Bill of Lading, 6 part. 
35 sets per hour with continuous fan- 
fold, electric typewriter, carbon shifter. 
75 sets per hour with Kant-Slip, electric 
typewriter, Registrator Platen. 


42.8% INCREASE—invoice 

29 sets per hour with 7-part continuous 
unpunched, typewriter, carbon shifter. 
41.4 sets per hour with 6-part Kant-Slip, 
typewriter, Registrator Platen. 


35.8% INCREASE—Order-Invoice, 8-part 
42.8 sets per hour with fanfold, carbon 
interleaved, electric typewriter 

58.2 sets per hour with Kant-Slip, elec 
tric typewriter, Registrator Platen. 


117% INCREASE—Order-Invoice 

21.2 6-part sets per hour with fanfold, 
manual typewriter, carbon shifter. (Av. 
of 2 writings, one eliminated entirely. ) 

46.1 ll-part sets per hour with Kant- 
Slip forms, electric typewriter, Regis 
trator Platen. 


THE STANDARD REGISTER COMPANY, DAYTON 1, OHIO 
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ALPHABETICAL OFFICE PLE 
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Duplicating masters as part of a set. (This 


Tongue for manual carbon extraction. illustrates a diazo master). 


‘arbon feeding device. The forms and carbons are cross-perforated so 
that individual sets can be easily separated after the form is typed or 
written. 

Continuous strip not interleaved nor marginally punched are forms 
used on machines that use a carbon feeding device and do not have a 
sprocket feed attachment. The principal advantages of this construction 
can be illustrated by the following comparison of the continuous strip 
interleaved and the continuous strip not interleaved, neither types being 


marginally punched: 


CONTINUOUS STRIP 
(Not Interleaved) 

Can be typed only on a forms writing 
machine or a typewriter with adapter 
attachment or a carbon holder. 
Saves cost of one-time carbon, but en- 
tails outlay for forms writing machine 
or adapter. 
Suited for continuous operation where 
one form remains in the machine ready 
to type. 
setter suited for installations where all 
typing is completed at original writing. 
Data may be eliminated by use of wide 
and narrow carbon on the writing ma- 
chine. 


CONTINUOUS STRIP 
(Interleaved) 

Can be typed on any typewriter. 
Saves cost of special machine but en- 
tails cost of one-time carbon. 
Suited for periodic operation and peak 
loads on any typewriter. 
Better suited for later entries because 
one-time carbon can be left in set. 
Data may be eliminated by use of strip 
coated or wide and narrow carbons in 
the forms. 





MANUAL OF BUSINESS FORMS 








DO YOUR 
RECORDS NEE! 
p 
“PERMANENT” ? 





Nothing is more vital to 
your business than your 
permanent records. If 
they’re fading ... getting 
“dog-eared” ... then what 
your record-system needs 


FT 


is a “permanent 
And how? 


The Rising Paper Company 
has a kit you need—and 
it’s FREE ... yours for 
the asking! In it, you’ll 
find the answers to mak- 
ing permanent _ records 
permanent! For your free 
kit, just write on your let- 
terhead to. . 


BOX F-505 
THE OFFICE 
232 Madison Avenue 
New York 16, N. Y. 
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OPEN for, Business 


CB TRAYS 


FOR ACCOUNTS RECEIVABLE MEDIA, 
ACCOUNTS PAYABLE VOUCHERS, 
CYCLE BILLING, OPEN ORDERS, 
BACK-ORDERS, FREIGHT BILLS, ETC 


Front and back plates adjust to perfect 

“VY” opening ... this means maximum 

accessibility, flexibility! Guides quickly 

changed by removing center rod. C 

Trays are lightweight, easy to handle. 

Ideal for the smaller installation. 

@ Full steel tray, black ripple plates, 
chrome plated rods. 

@ Rubber cushioned base. 

@ Metal reinforced, steel tabbed in- 
dex guides. 

®@ Self-supporting index guides carry 
filed material, no slipping or crawl- 


ing. 
® Available in base lengths from 10 
to 30 inches. 


SOLD THROUGH LEADING STATION- 
ERY DEALERS ... OR WRITE FOR 
FURTHER INFORMATION TO: 


THE KOHLHAAS COMPANY 


8012 § CHICAGO AVE 
CHICAGO 17 ILLINOTS 
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LOOK INTO THESE FORM 
FEATURES by.../c Febute 


e Be 


Speedex is a visible tab cut index des- 
ignation applied to the form itself. 
Ideal for General Ledgers, Instal!ment 
Loan Ledgers, etc. Speedex lends itself 
to all types of indexing—numerical, 
alphabetical, terminal digit, commodity, 1 sot'* 
code, subject or classification. eppeate 
when ony 


sheet is 
removed. 
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y¥-RAY SORT 


The X-Ray Sort Feature is provided on 
forms which are to be grouped into 
various classifications, or individually 
sorted alphabetically or numerically. 
The form can be marginally punched 
on any or all sides, with printed desig- 
nations for each hole. Proper holes are 
punched open to permit needle sorting. 
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"WAX CARBON SPOT 


Wax Carbon Spots of every size and 
shape can be used... and hard or soft 
carbon in heavy or light coatings are 
available to assure a legible imvression 
on all of the multiple copies. These hot 
wax carbon spots may be placed any- 
where on the sheet so only the informa- 
tion desired will pick up on the various 
copies. The messy, timetaking, inser- 
tion and removal of carbon sheets is 
entirely eliminated. 


WRITE FOR e 
SAMPLE PACKET “A” CORPORATION 


CEDAR RAPIDS, IOWA 
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Continuous strip interleaved but not marginally punched like the fan- 
fold type may be interleaved with one-time carbon either between some 
parts only or between all parts for use on machines that do not have a 
sprocket feeding attachment. It is a more versatile and flexible construc- 
tion than the fanfold type. Some advantages can be illustrated by the 
following comparison of the continuous strip interleaved and the fanfold 





interleaved, neither type being marginally punched. 


CONTINUOUS STRIP 
(Interleaved but not Marginally 
Punched) 

Parts can be on different weights and 
grades of paper each 
printed individually and then collated. 


since strip is 
For different colors of paper, different 
colored rolls of paper are fed through 
the press. 

and narrow carbons on 


Can use wide 


machines. 
imme 
parts in 


setter suited for sets requiring 
diate distribution 
the set are separate sheets. 
Different width 
by jogging form 
side. 

Width of parts in a set can 
only one side. 


because all 
parts in set obtained 
either right or left 


vary at 


Usually more economical in smaller 


quantities. 


FANFOLD 

(Interleaved but not Marginally 
Punched ) 

weight and 


All parts must be 


grade of paper. 


Same 


different col 


tinted if 
ored parts are required. 


Paper must be 


Can use wide and narrow carbons on 
machines. 
Suited for sets requiring handling 


unit for later entry. 


as a 
telated parts can 
remain joined at the sides. 

Different width 
gether at sides, 


Width of 


parts lt 


parts in the set can vary at 
both The termination point of 
either the first part or the last 
must extend to the outside edge of the 


sides. 


part 


widest part in the set. 


Usually economical in larger 


quantities. 


more 


Continuous strip interleaved and marginally punched forms are used 
with a sprocket feeding device. This makes possible a completely automatic 
operation of the forms writing machine. maintained 
from part to part or set to set. Marginal punched continuous forms are 
practically always used on such equipment as tabulators, teleprinters, 
Teletypes and Addressographs. 

A few of the numerous construction features found in the marginally 
punched strip continuous form are: 

Papers and carbons of various grades, weights and colors may be col 
lated in a set. Such combinations may also include any of the duplicating 
masters. 

Various widths of parts may be collated in a set and stapled or other 
wise fastened in one of the punched margins. 

A round, V-shaped or triangular tongue may be incorporated for manual 
carbon extraction. The carbon tongue may be positioned at top or bottom 
of form and at any location along the cross perforation. 

Staples may be used in the punched margin to hold the set together. A 
staple can be used or one side of form with short carbons on opposite 


Close register is 
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side to provide carbon extraction feature. Staple can be used in corner of 
set to hold set together and provide carbon extraction feature. Staple 
may be also used in corner of set independent of remaining parts for 
purposes of filing, routing or subsequent entries. Staples can be placed 
through the cross perforations and through the carbon tongues. 

Striped carbons are available to provide a means of omitting data from 
some parts of the set. 

Carbon spots can be positioned in one or more areas on the reverse of 
parts. Carbon spots eliminate the need of carbon paper, provides means 
of omitting copied data from portions of form and can be used for subse- 
quent entries after carbon has been removed 

Duplicating masters may be used singly or as part of a set: 

Offset masters are available as a one-part continuous marginally 
punched form, blank or printed and may be part of a multiple part form. 

Hectograph masters are available as gelatin masters printed with 
regular or hectograph ink and may be one part or part of a multiple part 
form. Spirit process masters are available with and without printing in 
hectograph ink, and may be one part or part of a multiple part form. 

Whiteprint translucent masters are available as one part with or with- 
out carbon back; also as one or more parts of a multiple part set. 


Handwritten Continuous Forms (Registers) 


Handwritten continuous forms in registers offer many of the time saving 
advantages common to all continuous forms. Sets of forms are easily 
brought into writing position by pulling a lever and carbons are auto- 
matically fed from one set of forms to another. There is on the market 
a complete line of registers ranging from small easily portable models 
to de luxe models with cash drawers. Many of the constructions available 
in continuous forms are available for continuous forms used with 
registers. Some of the construction features available are as follows: 

1. Forms may have long and short sheets in the same set. 

2. Forms may have wide and narrow sheets in the same set. 

Sets of forms may contain either light or heavy papers or both. 
Form design may run with the register or across the register. 
Varying widths of carbon may control copied data from part to part. 


An autographic register. A register that feeds cards, too, 
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27 W. COURT ST. CINCINNATI 2, OHIO © DUnbar 2337 


A Finish and Weight for Every Carbon Form 


EXCELLENT QUALITY, FAST SERVICE 


* 
ONE TIME CARBON 
FLAT SHEETS and ROLLS fartaslelimasiicertiemiriari aac; 


in any size, weight and 


* 
14,14) Mm-lal- Mm -1010) Ge er-\ 4-10), 5) finish for any 


We can furnish both one time 


requirement! 


e 
TYPEWRITER CARBONS 
Multiple Use 


Write for particulars! 
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Advantages of Continuous Forms 


Continuous forms reduce to a minimum the amount of makeready time 
because of the automatic feed principle employed. Continuous forms 
can be written faster than any other type. With the exception of the 
initial loading time, continuous forms completely eliminate makeready 
time. The individual inserting of forms as well as the interleaving of 
carbon is eliminated. After one set of forms is typed and removed, the 
next set is in place ready to be typed. Here is a comparison of productive 
and non-productive operations of continuous forms and cut forms with 
loose carbons: 


CONTINUOUS FORMS CUT FORMS 
(Typing machine is loaded) 1. Pick up forms 
2. Pick up carbons 
Type *3. Interleave carbon 
1, 
5. 


toll to first writing line . 


Tear off : 


Jog into alignment 
Insert into typewriter 
*6. Roll to first writing line 


“7, Zype 


***8, Roll from typewriter 


x HC 
J 


. Remove carbon 


Makeready operations (non-productive). 
**Productive operations. 
***Put-away operations (non-productive). 





Marginal Continuous 
Punched Fanfold with 

Marginal Continuous Continuous Carbon Floating 

Punched Interleaved Fanfold with Device 

Number Loose Forms & Continuous Savings per Carbon Floating Savings per 
of Parts Loose Carbons Interleaved Form of Un- Device Form of Un- 
per Unproductive Unproductive productive Unproductive productive 
Labor Time Labor Time Labor Time Labor Time Labor Time 


14 sec. 3.73 sec. 10.27 sec. 3.55 sec 10.45 sec. 
23.5 ~ 3.73 " 19.77 ° 3.58 ' iff2 ” 
‘i se 28.27 " 3.60 " 28.40 
x ing wat 3.62 " 37.38 
i 46.27 "' 3.64 " 46.36 
> Gig <> i 3.66 " 53.84 
ey Tn 63.77 " i a 63.81 
2 im  & ir a4 * 72.79 

 : lt 81.27 " | ile 81.26 
«iy 89.97 ' 3.76 " 89.94 
3” 


102.5 98.77 ° 3.78 °° 98.72 





Stop watch study showing amount of time that can be theoretically saved. Compare the 
unproductive time of using loose forms and loose carbons with the unproductive time of 
continuous interleaved forms and continuous fanfold forms with a floating carbon device. 
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INCREASE YOUR FORMS-HANDLING PRODUCTION 
WITH FAST FEEDING, TROUBLE-FREE 


The new multiple-part form that 
gives you faster, longer continuous run- 
ning over aligning devices on all auto- 
matic and key-driven machines. 


CONTROLLED FEEDING. Each 
part of a Speediflo set is perfectly 
aligned. No carbon interference to 
clog the pins or throw forms out of 
register. Special interlocking perfor 
ations keep forms and car 
bons in place. Folding and 
refolding won’t disturb reg 
ister. 
CONSTRUCTION FLEXIBILITY. 
Whatever your requirements, Speedi 
flo forms can be made for you 
systems and your machines. Set 
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When to Use Continuous Forms 


A systems analyst generally tries to consolidate all related forms into 
one unit. If a sufficient number of related forms can be combined thereby 
eliminating several typings, and if the usage of any multiple-part form 
is in excess of approximately 15,000 sets per year, a systems analyst 
may recommend the use of a continuous form. 

It is quite possible however that if enough single forms are used to 
keep a typewriter steadily busy, the use of a continuous form can be 
justified. The time required to pick up the form, insert it into the 
typewriter, align, etc., may be eliminated. Labels for example can be 
typed from continuous strips to advantage. 

Just as continuous forms are more efficient than single sheet forms, 
continuous forms on special continuous forms writing machines are more 
efficient than typewriter installations. The quantity of multiple-part 
forms used per day and the number of parts per set generally determine 
which type of continuous form and which type of forms writing machine 
to use. If a forms writing machine as such cannot be kept busy a fair 
portion of the day on continuous forms, it may be desirable to use the 
typewriter which is somewhat less efficient for forms writing but more 
versatile. The following factors should be considered in contemplating 
a continuous forms installation: 

1. How many related forms can be combined into a single multiple-part 
form or a single system? 

2. What are the cut forms with loose carbons costing per year? What 
will continuous forms cost per year? 

3. Most important of all—how much clerical time and salary will be 
saved or released by the use of continuous forms? 

Since so many factors have to be considered in analyzing a system, a 
complete analysis should be made before coming to any decision as to the 
type of installation. Most multiple part forms can be economically pro- 
duced in continuous style if 5,000 sets or more are manufactured at one 
time. The questions as to whether a typewriter or forms-writer should 
be used is dependent on the number of parts, daily volume, type of system 
and numerous other factors. These questions can best be answered 
by a systems analyst. 
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Basic Advantages and Efficiency Factors 


Of Various Forms Constructions 


Efficiency Factor is the measure of relative efficiency of operation of 
a given type of business form, based on all unproductive labor time re- 
quired to assemble and prepare the form for actual writing and to remove 
the carbons after the forms are written. Operation of the form does not 
take into account the actual writing of the form because this is a 
generally constant factor. 

The base is an arbitrary figure of 100, which represents the unpro 
ductive labor time for the operation of cut single forms and loose carbons. 
Example: A given type of business form has an Efficiency Factor of 200. 
Since the base Efficiency Factor equals 100, two sets of a 200 Efficiency 
Factor form can be operated in the same time that would be required to 
operate one set of cut single forms. 

The forms with the highest Efficiency Factors are not necessarily the 
most efficient forms for most or all business systems. Unproductive labo1 
time very frequently can be reduced in varying amounts by the use of the 
various laborsaving devices continually appearing on the market. Such 
devices as carbon feeding mechanisms, carbon separators, detachers, 
etc., reduce non-productive time but are not taken into consideration in 
compiling these Efficiency Factors. The type of forms-writing machine 
used will also affect the amount of non-productive time and should be 
taken into consideration when selecting the most efficient form for a 
business system. The requirements of the forms system will natural] 
determine the most efficient form for that system. 
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CARBON PAPER 


ASICALLY THERE ARE TWO TYPES OF CARBON PAPER. One 

is designed for a maximum of legible writings and the other to make 

only one writing. Primarily the difference between these two types 
lies in the amount of carbon ink deposited on the backing sheet of paper 
and the carbon formula used. A multiple writing carbon must be made 
of a stronger paper to withstand the constant wear. Since one-time car- 
bon is primarily intended for only one writing it is not necessary to 
use as strong a paper. In the case of one-time carbon the primary need 
is to have a paper that will absorb as little carbon ink as possible so that 
a minimum of carbon ink is used and the objective of 100% transfer 
at one writing is more nearly accomplished. In designing a carbon paper 
to be used for multiple writings it is desirable to have a slightly larger 
amount of the carbon ink absorbed into the paper and the deposit should 
be heavier to provide a greater number of writings. In each application, 
however, there are many factors to be considered and the ingredients 
in the carbon will determine the qualities of the carbon paper. 

All carbon papers are composed of four materials: 

1. Color materials which give the carbon paper its color. The ideal 
carbon formula seeks to produce the most intense color consistent with 
the intended use. In producing black carbon, carbon black is the color 
material, and in producing blue carbon, iron blue is a common color 
material. 

2. Waxes provide a base for the carbon deposit. Hard or soft carbons 
are determined by the type and quantity of waxes used. Probably the 
most familiar wax is carnauba, a natural wax which has the qualities 
of hardness, brittleness and the ability to take up oil which are ideal 
requirements in making carbon paper. 

3. Vehicle allows a more complete mixing of the color and the wax. 
Mineral oils such as petroleum are used for this purpose and ordinary 
mineral oil frequently is a part of the carbon formula. 

4. Paper which will hold back the absorption of the carbon ink is used 
for one-time carbons. Papers which hold back absorption but are strong 
and heavy enough to withstand wear and handling are used for multiple- 
writing carbon. A little penetration of carbon ink into the paper is 
permitted but the paper should have satisfactory coating qualities. The 
weight of the paper itself is determined by the number of copies in 
the forms set. For one-time carbons it is normally desirable to have 
a lightweight sheet. For multiple-writing carbon the paper is slightly 
heavier to facilitate handling. For carbonized papers a weight of paper 
comparable to ordinary forms printing papers is desirable. 

The carbon ink is a solid at ordinary room temperatures, therefore 
carbon paper is made at a temperature about 200° to 210° F. The carbon 
formulas are converted to pounds of materials used and the first step 





MANUAL OF BUSINESS FORMS 


The legibility of a carbon impression can be 

figured by subtracting the average reading of 

light reflected at the sides (a-c) from the 
light reflected at the center (b). 


FIRST CARBON COPY 


LEGIBILITY FACTOR- 15 





LEGIBILITY SCALE 
19 
SECOND CARBON COPY 


EGIBILITY FaCTOR-240 





THIRD CARBON COPY 


How a recording tape would chart a perfect 
character. 


” 
EGIBILITY FaCTOR-180 


EXCELLENT 


POOR 
\ \ 
\ \ FOURTH CARBON COPY 
¢ , 


LEGIBILITY FaACTOR- 160 


FIFTH CARBON COPY 


EGIBILITY FacTOr- 0 


The variation in legibility of successi 
A fuzzy and a sharp character. copies in a 6-part form. 





144 MANUAL OF BUSINESS FORMS 


is to weigh out the component materials and put them into a ball mill 
where they are thoroughly ground and mixed. The carbon ink is poured 
into a heated container beside the carbon coating machine. The carbon 
ink is spread over the paper stock and an adjustable scraper bar controls 
the amount of ink deposited on the paper. Immediately after the carbon 
is deposited the paper passes over a chilling cylinder which sets the 
carbon and the coated paper is rerolled on a core. It is necessary to allow 
at least a few days for aging the carbon paper. After aging, it is slit 
into the proper size rolls for collation with printed forms. 

Strip-coated carbon is made by putting a metal guide of the proper 
width on the trough from which the carbon is deposited on the paper. 
This guide prevents carbon ink from coating the paper and an uncoated 
strip in the carbonized paper is obtained. 

The quality of carbon impressions is governed by (1) Method of writing 
the form. (2) Characteristics of the paper on which the form is printed. 
(3) Characteristics of the carbon paper. 

Method of writing the form. There are three general methods of 
writing a form as far as the mechanical principle is concerned: (a) by 
pencil or ballpoint pen; (b) by typewriter; (c) by tabulator. 

Pencil glide or the action of a pencil or a ballpoint pen on paper is 
obviously different from the action of a typewriter key or the type bar 
on a tabulator. The pencil glides smoothly over the paper because 
graphite in the pencil lead provides a lubricant which facilitates this 
gliding action. Carbon paper for pencil use must respond to this gliding 
or burnishing action. 

The typewriter stroke or the action of typewriter type, actuated by the 
depression of a key, is similar to the blow from a hammer. Each indi- 
vidual letter or character swings in an arc against the typewriter platen. 
The size and style of type face also affect the carbon impression. Type- 
writer actions vary. They range in intensity and velocity from that 
obtained with a noiseless portable to that obtained from an electric 
typewriter at full tension. Carbon papers for this method of transcrip- 
tion must respond to this mechanical principle of producing writings. 

Tabulator pressure is another type of action and is used in tabulators 
and adding machines. Type bars are arranged side by side, each with 
its letter or number abreast of the writing surface. An impression bar 
pushes the entire row of type bars into contact with the paper. The 
platen of an Addressograph rolling over and squeezing the form against 
an entire line on the embossed plate at one time is another example of 
pressure principle which requires still different characteristics in carbon 
papers. A somewhat harder impression is required to make a greater 
number of carbon copies so the writing surface is also an important 
factor in the method of writing the form. A hard writing surface for 
pencil written forms may be provided by use of a wrap-around cover, a 
writing board, or a register. A hard writing surface for machine written 
forms may be provided by use of a harder platen on the typewriter, 
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There's an Amco one-time carbon in the weight, size and 


finish to give you a better job — ask your forms 
manufacturer to investigate AMCO 





Let us help you with 
your Forms problems 


We're form ‘‘trouble-shooters'— 
if you have a problem, we'd be 
glad to help you at no obliga- 
tion. Just send us your forms, 
we'll make tests, recommend the 
type carbon you should request 
your forms manufacturer to use 
to insure best results. 














ANE AL OF BESINESS PORMS 


You Seen = 





Snapset and Tabset are manu- 
factured with NCR Paper, or 
with regular bond papers ond 
one-time carbons. Write us to- 
day onyour business letterhead 
for a sample of NCR Paper. 


*NO CARBON REQUIRED. 
Developed by the National Cash Register Company 


snather’” al 


AMERICAN BUSINESS SYSTEMS 


Manufacturers, creators and designers of business forn 


2927 “B” STREET + PHILADELPHIA 34, PA. 


Offices and representatives in principal cities 


ee 





MANUAL OF BUSINESS FORMS 


tabulator or addressing machine. 

Characteristics of the paper on which the carbon impressions are to 
be made is the second factor bearing on the ultimate quality of carbon 
impressions. If the paper’s surface is too rough, results will be fuzzy 
in appearance. If the paper is too smooth the impressions will be sharp, 
but they will be removable by slight rubbing with the finger. Thus the 
correct degree of smoothness and evenness is an important characteristic 
for form printing papers. 

tag content papers give somewhat less satisfactory results than the 
sulphites because of the comparative hardness of the rag content papers, 
not because of the lack of smoothness. A hard paper yields less readily 
to forms writing. 

Another important point to consider in the selection of the right paper 
is its substance or weight. As the number of required copies increases, 
the weight of the paper must be reduced. 

Characteristics of the paper which is carbon coated is the third ele- 
ment in getting good carbon copies. The tissue used in the manufacture 
of one-time carbon must be light in weight, flexible and have great 
strength. Carbon tissue is usually made from kraft like that used for 
bags and wrapping papers because of its strength. 

The carbon coating must adhere to the tissue, yet be almost completely 
removed in the transcription process. 

Carbon papers are manufactured and supplied in varying degrees of 
softness and hardness. These varying degrees are dependent upon the 
quantity of waxes and dyes applied in the coating process, and the 
degree of polishing or buffing to which the coating is subjected. A soft 
sarbon will have been coated with a larger quantity of waxes and dyes, 
and will have had less polishing than a hard carbon. A soft carbon 
results in heavier, denser copy. A hard carbon gives a lighter but sharper 
copy and does not smudge to the same extent as soft carbon. 

Full coated carbon is a sheet of carbon paper with its entire area 
covered with carbon dope which is “flowed” onto the paper and run 
through rollers to set the carbon dope on the paper. It can be shorter 
or narrower than the form itself to provide a means of eliminating a 
part of the written data on certain or all but the original copy of a set. 

Carbonizing is the application of a coating of one-time carbon by the 
carbonizing machine on the reverse of opaque sheets of the form itself 
instead of carbon paper. The sheet may be carbonized over the entire 
area, or strip carbonized in any portion. 

Strip-coated carbon is carbon paper with only a limited area covered 
with carbon dope. Strip coated carbon paper or strip carbonized opaque 
sheets must be at right angles to the perforations between sets when 
used with all types of continuous forms. When used with the unit set 
forms, the strip must be parallel to the stub perforation. With the use 
of strip coated carbon it is possible to omit a part of the written data 
in a particular area of a form. 

Hot wax spot carbonizing is one method of printing carbon spots of 
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required shapes and sizes, in specified areas, directly onto the reverse 
side of the form parts. It thus provides another means of selective 
transfer, whereby information appearing on the original can be with- 
held from various parts within the set. It provides many of the advan- 
tages of die-cut carbon, and is generally more economical. Inserting and 
disposing of carbon sheets is eliminated, though combinations of carbon 
sheets and spot carbon can jointly be used where required. 

The hot wax carbon ink is applied in an evenly controlled volume and 
consistency, protected by a film of wax. A degree of non-smudge, non- 
drying and non-fade properties are thus obtained, and transfer quality 
is generally equal to that of any other carbon copying method. A wide 
variety of special paper stocks have been developed for use with spot 
“arbonizing, and most weights of stock are available. Spot carbonizing 
‘an be also applied to kraft tissue and used in a manner similar to the 
way one-time carbon is used. 

Unit sets and most types of continuous forms can be manufactured 
with the spot carbonized kraft tissue as well as spot carbonized areas 
on the reverse side of the form parts. 

Combination features. The various means of producing carbon paper 
permit some features to be used singly or in combination. The strip 
carbon and one or more carbon spots of any size or shape can be used to 
fill in any remaining required carbon area. 

Double-face carbon paper is coated on both sides and frequently used 
in sales books. A duplicate carbon copy can be obtained by using double- 
face carbon paper and a semi-transparent sheet of paper in a set. The 
second carbon impression is made by the double-faced carbon on the 
reverse side of the semi-transparent paper and the impression is legible 
when read through the paper. 

Saddle back carbon paper is coated on one side of half the sheet and 
coated on the reverse side of the other half of the sheet. The sheet is 
folded at the edge where the two carbon coatings meet so that the folded 
sheet has a carbon coating on the back of both halves. It is used for 
making two carbon copies by slipping the saddle back carbon over the 
duplicate copy, and placing the triplicate copy behind the second half 
of the saddle-back carbon. 
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Die-cut carbon allows an area of practically any shape or size to be 
cut out of the carbon paper so that the written data is withheld on certain 
carbon copies. Many hand operations and other costly manufacturing 
operations are required in the manufacture and assembly of forms con- 
taining die-cut carbons, therefore use only when some other carbon 
feature will not do what is required. 

Choosing the correct carbon paper. Carbon papers used in forms are 
available in many weights and finishes. There is usually a most correct 
kind for every type of forms writing machine or handwritten operation. 
Various finishes and weights are used in the same set when some parts 
are to be written on a machine and other parts of the same set are to 
be handwritten. Some forms require a combination of machine and long- 
hand entries on the same parts, and carbon papers are manufactured 
specifically for this purpose. 

To determine the most satisfactory weight, quality and finish for a 
particular form or operation, an actual test should be made before 
a form is manufactured. A practical test may be made by making a 
dummy form of the exact paper and carbon to be used and testing the 
dummy by machine or longhand to determine the results. 


CARBONLESS CARBON FORMS 


ARBON COPIES without carbon paper are possible with NCR (No 

Carbon Required) paper developed by National Cash Register Co. As 

many as 12 copies can be made on an electric typewriter and up to 
five handwritten copies. Briefly this chemical process can be explained 
as follows: 

The first part in a set is coated with a dye emulsion on the back only. 
The last part in a set is coated with clay coating on the face only. Any 
intermediate parts are coated both face and back. The impact of typewriter 
type or the point of a pencil brings the chemical coating on the underside 
into contact with the coating on the face of the sheet underneath causing 
a chemical reaction which turns the impacted areas blue and leaves a 
sharp impression. 

The transfer quality of NCR paper is a result of the interaction of 
two dissimilar coatings. The back of the copying sheet is coated with an 
emulsion containing a colorless dye. The face of the receptive sheet has a 
coating of acetic absorbent clay. Under writing pressure, the dye emulsion 
is transferred to the clay and the combination of the two materials 
develops the blue color. This explains the necessity of the three types 
of paper in a set. 

The absence of carbon paper eliminates the carbon disposal problem 
and also eliminates the inconvenience of carbon-smudged hands. A suit- 
able application would be the sales slip system used in department 
stores. The advantage of using NCR paper in such an application is that 
40 or more sets can be bound in a book and since no carbon paper is used 
the sales clerk does not have to dispose of the used carbon if one-time 
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REPORT 


your operations? 


How long has it been since you’ve looked over your present forms? Or 
have you just overlooked them, without connecting changing condi 
tions at your company with the need for changed systems? A thor 
ough analysis of your operation by a Baltimore Business Forms expert 
can pay unexpected dividends in the form of faster paper work, 
greater internal efficiency and speedier external communications and 
deliveries. The experience gained by Baltimore Business Forms in 
solving countless problems for over 60,000 of the nation’s leading 
business houses can solve yours too. Write us today, requesting sam- 
ples—there’s no obligation, of course. 


BALTIMORE BUSINESS FORMS 


Saving time and reducing costs in business and industry 


The Raltimore Salesbook Company 


3144 Frederick Avenue, Baltimore 29, Md. 
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Spirit MASTER UNITS 


OT CARBON PAPER MODEL 41C 


CARBON COPIES 


wow IMPRINTED | 2". 


12 good carbon 


copies. 


with your F ee ie, WRITE FOR 
PRIVATE BRAND NAME | @@Qpsceeis 


DETAILS 


654321 


Facsimile Impression 


AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Branch--105 W. Madison $¢., Chicago 27. Ill 


© PEGBOARD 

4x, ACCOUNTING 

y ppp FORMS 

AT NO ADDITIONAL COST YG, Vegboard and 
OTHER THAN ART AND PLATES (fe d-=—__— ther types. of 


i accounting 
Duplicating carbons should produce the same eee: forms with die- 
number of sharp, clear copies every time. You 7 cuts and special 
can depend on the uniform high quality of wm =| scoring for easy 
Colonial carbons—because for years Colonial and accurate 











has specialized in the manufacture of spirit use. Competi- 
master units, spirit carbons, gelatin carbons tively priced! 

and related duplicating supplies. Colonial . ‘ _ ‘ Se 
carbons give longer runs, clearer copies, and Exceptionally Fast Deliveries! 
above all, uniform results. Let us quote on your next job. 


Send us a sample of your imprint—a rough (Compare our prices, workmanship 


sketch will do—for quotations. and serv ice. 


HYGRADE 


ts CARBON COMPANY PRINTING & STATIONERY CO. INC. 
121 Varick St., New York 13, N. Y. 


- 
GENERAL OFFICES e¢ SKOKIE, ILL. Algonquin 5-4530-1-2-3-4 
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carbon is used. Also the danger of soiling garments such as shirts, linens, 
etc., from carbor-smudged hands is eliminated. NCR paper can be used 
to advantage for some types of continuous forms particularly where 
the decollating or extracting of the one-time carbon is a problem. 

A limitation of NCR paper is the problem of making erasures. If the 
coating is erased, the transfer quality of the paper is also removed. Other 
limitations are the lack of a range of paper weights, and that many form 
construction devices are not possible with carbonless carbon paper as 
are possible with carbon interleaved forms. If additional entries are to 
be posted on copies of forms placed in binders, penciled entries may 
transfer to succeeding pages because of the chemical coating on the face 
and reverse side of each part. A cardboard insert can be inserted between 
the chemically treated papers to prevent this. 

While NCR paper is intended to compete eventually on a cost basis 
with carbon paper forms, it does not to date. NCR paper forms are more 
costly than carbon forms and no doubt will continue to be so until a 
considerably less expensive means can be developed for treating the 
paper. It is not likely to expect NCR paper to substitute for carbon 
interleaved forms in the near future since forms printed on carbonless 
carbon paper today cost from 10% to 40% more than one-time carbon 
forms. There is little doubt, however, that improvements in time will 
overcome many of the limitations of carbonless carbon paper. It seems 
certain that carbonless carbon paper eventually will replace substantial 
numbers of the one-time carbon forms. 


PRINTERS AND MANUFACTURERS 


MULTIPLE SETS and CONTINUOUS FORMS 
WITH ONE-TIME CARBON 


THE 
ARCO 
MANIFOLDING 
COMPANY 
21 ROSE ST., NEW YORK 38, N. Y. 


TABULATING SNAP- APART 
TELETYPE ° MACHINE OR MANUAL UNITS ° BOOKS & SETS 


ACCURACY - QUALITY - ECONOMY -SERVICE 


oooo0o0o0o000cooco0o°0°09o 
coooooooooo0o0"9d 








For BUSINESS FORMS we suggest... 
SUPERIOR MANIFOLD 
¢ + * 


A 25% rag content paper made in Sub. 8, White and 


6 Colors, Smooth and Cockle finishes. 


ESLEECK MANUFACTURING CO., Turners Falls, Mass. 
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PAPER USED IN FORMS 


OND PAPERS are suitable for printing of general forms, letterheads 
and envelopes; for writing, typing or printing. Available in a wide 
range of qualities and finishes. 

Sulphite bond usually is available in three grades. Used for the 
majority of office forms. Relatively inexpensive but stands up satis- 
factorily under ordinary usage. 

Mimeo bond is expressly made for stencil duplicating. A special type 
sulphite bond, available in several grades of quality. Has good ink ab- 
sorption qualities because stencil inks dry by penetration. 

Rag content or cotton content bond is stronger than sulphite bond 
and has a better appearance. Available in varying proportions of rag 
content: 25%, 50%, 75% and 100%. 

Hectograph bond is made for use with the spirit and gelatin hectograph 
duplicators. There are two basic types: one for master copy, the other 
for reproduction copies. Available in various grades and kinds within 
the two basic types. 

Safety paper is a bond paper, either sensitized by body content of the 
paper or by surface treatment to reveal attempted alterations. Used for 
checks, certificates, notes or other negotiable certificates. 

Ledger paper is essentially the same as bond but made in heavier 
weights for greater strength, opacity, erasability and handling qualities. 
Used for ledgers, journals and general posting record forms. Made in 
the same wide range as sulphite and rag or cotton content bonds. Ma- 
chine posting ledger is a ledger paper made and finished especially for 
mechanical accounting forms. 

Translucent papers are required as originals for the whiteprint or 
diazo process. There are sheets available which have been manufactured 
expressly for this purpo%e and which give varying degrees of copy 
reproduction quality and speed. Translucent papers are available in a 
wide range of grades and weights. 

Index bristol is a smooth, hard-surfaced card stock with a ledger finish 
and is used for card records, visible index records and other card weight 
forms. 

Tagboard is a strong and tough grade of paper used most commonly 
for file folders and tags. 

Onionskin and manifold are really light weight bond papers used for 
making multiple carbon copies. Require minimum filing space, also 
reduce typing and mailing costs because of thinness and lightness. 


Rag Content and Cotton Content Papers 


Rag content is descriptive of paper containing rag fibres. Cotton 
content is descriptive of paper containing in whole or in part cellulose 
fibres derived from new cotton. 

Rag content or cotton content bonds, ledgers and index bristols are 
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Use these famous Hammermill 
watermarked papers for better looking 
letterheads and office forms 


Choose from brilliant blue-white and 12 
popular’ Signal System’ colors. Hammermill 
Bond has excellent snap and crackle, bulk 
and firmness. Fine printing, writing sur- 


face that takes clean erasures. 


MIMEO -BOND 


Comes in blue-white, 7 brilliant colors. Its 
exclusive air-cushion surface lets ink dry 
without setoff, speeds turnout of 5000 
clean copies per stencil. Lots of body, bulk 


and snap. And it’s free from lint and fuzz. 





HAMMERMILL 
DUPLICATOR 


Brilliant white, 6 attractive colors. Fast, 
easy production of bright, readable copies 
that retain snap, sparkle. A dual-purpose 
sheet for either spirit or gelatin process. 


Smooth surface for pen, pencil, typewriter. 





MIE] 


P iM WEIR chy ly 
LEDGER“ 


Low-gloss surtace reduces eyestrain, speeds 
work. Choice of non-glare white, buff, 
green tint. Durable, plenty of snap. 
Available in Ledger finish for pen entry 


or Posting finish for machine bookkeeping. 


Get these helpful books from Hammermill — FREE 
HAMMERMILL PAPER COMPANY, Department, MBS, Erie 6, Pennsylvania 


Gentlemen: Please send, without cost or obligation, the following books : 


“How To Design a Business Form” 
**Hammermill Bond Working Kit” [ 


“Your Next Letterhead” [ 
** Better Stencil ¢ opies”’ Cj 


**Masthead Kit” 
* Duplicator Facts”’ [7] 


Sample Books, Hammermill grades described above “Trade Terms” folder 


Name 





Company ___ 





Address 


, 


—— ee ee 
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GRADE RECOMMENDED 
(% OF RAG OR 
COTTON CONTENT) 


RETENTION PERIOD TYPE OF HANDLING 





PERMANENT 
RECORDS 


Normal 


100%, 


Hard use and considerable handling Premium 100% 





RECORDS KEPT 


Posted, handled or referred to more 


15 TO 20 
YEARS 


than 1000 times 


Posted, handled 
than 1000 times 


referred to less 


100%, 


75%o 





RECORDS KEPT 
10 TO 15 
YEARS 


Posted, handled 
than 1500 times 


Posted, handled 
to 1500 times 


Posted, handled 
than 750 times 


referred to more 
to 750 


referred 


referred to less 


100%, 


75% 


50°/, 





RECORDS KEPT 
5 TO 10 
YEARS 


Posted, handled 
than 2000 times 


Posted, handled 
than 1500 times 


Posted, handled 
than 750 times 


Posted, handled 
than 750 times 


referred to more 


referred to more 


referred to more 


referred to less 


100% 


75%. 


50% 


25% 





RECORDS KEPT 
2TO5 
YEARS 





Posted, handled 
than 2000 times 


Posted, handled 
than 1500 times 


Posted, handled 
than 750 times 


Posted, handled or 


than 750 times 


referred to more 


referred to more 


referred to more 


referred to less 


100%, 


75% 


50% 


25% 








A guide to determine the grade of bond, ledger or card stock best suited for a particular form 
where rag content or cotton content grades are suitable. 


stronger than sulphite grade papers and have a better appearance. They 
are available in varying proportions of rag or cotton content of 


50%, 75%, 


100%, and premium 100% grades. 


25%, 


All permanent records should be on rag content or cotton content 
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grades. Permanent forms such as currency and life insurance policies 
should be on 100% rag or cotton content papers. At times some semi- 
permanent records need be on top grade papers depending on the number 
of times a sheet or card is handled. As the percentage of rag or cotton 
content increases, the retention period, erasability quality and handling 
qualities also increase. 

In some conditions of use it may prove desirable to upgrade the paper 
and decrease the substance weight; yet have a stronger, longer lasting 
form record. For example you might find it desirable in some instances 
to use a 20 lb. rag or cotton content sheet rather than a 24 lb. sulphite 
sheet. This would be particularly desirable where filing space is a 
problem and thinner papers are desirable. 


Basic weight or substance of paper and card stocks is a figure that 
indicates the weight in pounds of 500 sheets of the paper in its basic 
size. For example, a substance weight of 16 for bonds, ledgers and 
onionskin papers means that 500 sheets of the basic size 17” x 22” weighs 
16 lbs. Bond papers in sheets are generally available in 13, 16, 20, 24 sub 
stance weights. Bond papers in rolls are generally available in 10, 12, 
15 substance weights from which continuous forms are printed as well 
as rotary press printed unit sets. Onionskins and manifolds are commonly 
available in 8 and 9 Jb. substance weights. 

The basic size for index bristols is 2542” x 30%”. Index bristols in 





5 RECORD FORMS ON CARD, 
| Prectsiou LEDGER OR BOND STOCKS 


For over it years K & S has specialized in producing every type of 
“Made to Order” precision forms on card, ledger and paper stocks for 
leading banks and other business organizations. 


Specialized equipment including rotary cutters and sheet fed rotary 
presses insures exactness in size, accuracy in printing, ruling, punching, 
tabbing, die cutting and uniformity in registration. 


Our modern printing plant and bindery is well equipped to — the 
most complex or simple precision forms for hand or machine use 


SEND samples for quotation on OUR SPECIALTIES 
Rotary Cut Forms Tabbed and Die Cut Forms 
Machine Bookkeeping Forms One-Time Carbon Snap-Sets 
Spot Carbon Forms Marginally Punched Forms 


KOLLER & SMITH Co.. 


Business Equipment, Systems, Forms and Supplies 


41 CHAMBERS ST., NEW YORK 7, N.Y. 
Telephone Digby 9-3388 


For File Guides and Folders See Other Advertisement on Page 40 
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this basic size are available in the following substance weights: 90 ib., 


110 lb., 140 lb., 170 Ib., 220 lb. 


Another commonly used basic size for index bristols is 2032” x 2434”. 
Using this size as the basic size the following are the substance weights 


and their equivalents: 


Basic Size 20!/2"'x2434"' Basic Size 25!/2"x30!/." 
59 |b. 90 |b. 
72 |b. 110 Ib. 
91 Ib. 140 Ib. 
111 Ib. 170 Ib. 
143 |b. 220 Ib. 





Economy of standard sizes. ci7¢ of SIZE OF 
Where the amount and cost of paper FORM FULL SHEET 
is a factor, attention should be given 
to the size of the form. In most in- 
stances standard sizes which cut eco- 
nomically out of a standard sheet 
size can be used without impairing 
the efficiency of the form. 


X 5I/ 17 
x 6 19 


"/; 
8'/, 
8, 
Bl, 
/, 
Il x 17 
tl x 17 


x 
x 
x 
x 
x 
x 
x 
x 
x 
x 
x 
x 
7 
x 
x 
x 
af 


NUMBER CUT 
FROM SHEET 


ans A DAO WO 





NUMBER OF SHEETS PER INCH 





(Substance weights below are for 17" x 22" basic size) 


KIND OF PAPER 8-lb. 9-lb. 10-lb. 12-lb. 13-lb. 15-lb. 16-lb. 20-lb. 24-lb. 28-lb. 32-Ib. 36-Ib. 





Onionskin, 

Unglazed 600 
Onionskin, 

Glazed 740 


Onionskin, Cockle 530 

Bond 265 
Register Forms Bond 

Ledger 276 =235 
Mimeo 265 222 
Check 250 





(Substance weights below are for 25!/2" x 30!/2" basic size) 
90-lb. 110-Ib. 140-lb. 170-lb. 
Index Bristol 145 125 98 78 








Thickness of papers. 
not always the same thickness. 
thicker or bulkier than a 16-lb. 
bulkier to increase its opacity and ink absorbency 
paper surface, finish and hardness affect the thickness of the pape 
ness is important where there are limitations in filing space. The chart 
on page 158 of substance weights and corresponding thickness is a guide 
of sheets per inch of filing space. 
mind that this is only a guide since all sheets of the same substance 
weight are not necessarily the same thickness. 


in determining the number 
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All papers of the same substance weight are 
A 16-lb. mimeo bond, for example, 
rag bond and purposely manufactured 
. Characteristics such as 


ESTON PAPERS 


: == RECORDS and FORMS 


‘Ask your printer to use Weston rag content papers for all your 
records and forms. The complete line offers an ideal paper for 
_ every need. It's the easy way to eliminate all paper problems. 


BONDS 


All rag and rag content bond 
papers in brilliant white and a wide 
choice of colors . . . for letterheads 
and forms. Envelopes to match. 


INDEX BRISTOLS 


For card records, visible indexes 
and other card weight applications. 
Made in a wide range of practical, 
easy-to-identify colors. 





LEDGERS 


Tough, durable ledger papers beau- 
tifully made to give lasting satis- 
faction. Also ledger papers made 
and finished for machine account- 
ing service. 


FREE PAPER GUIDE 


Write for your free copy of 

Weston’s Red Book, a pock- 

et guide to paper selection. 
Address Dept. "‘OF” 


WESTON COMPANY 


| n, Massachusetts 
Papers For Business Records . . . Since 1863 








r. Thick- 


Keep in 
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PRICES 


Envelope and Paper Corp. 


121 Varick St., New York 13, N. Y. 
CHelsea 2-6432 


FREE—Ask for illustrated 
envelope folder. 
* 


Get Our i, and Compore! 


ELECTRONIC HOT WAX PROCESS 


SPOT CARBONIZED 


OFFICE & BUSINESS 


“INVOICES 
TAX FORMS 

“BANK FORMS \< 

“BILLS OF SALE \\ 

“RENT RECEIPTS \ S—— 
“PAYROLL CHECKS \——\ 


SAVE MONEY, TIME, LABOR 


\ 
> 


\* 


DEPT. BF 56 LAFAYETTE ST. NEW YORK 13, N. Y. 
Send samples of SPOT CARB forms and free 
booklet ‘How to save with SPOT CARB" 

FIRM 





ADDRESS 
SIGNED 








ON CARBON COSTS 


ntrols carbon feeding electrical'y, 


rit or liquid process master 
' ow IBM tabulators, ane 
' 
cost, aves time, eliminate ta on me 


For brochures and price list, write to: 


CARBON-FEEDMASTER CO. 
EUREKA, ILLINOIS 





ake alk 
a e 


IDEAL CARBON PAPER CORP. 


MANUFACTURERS 


One Time Carbons 
Pencil Carbons 
Carbonized Book Papers 
Carbonizing Inks 


sw OG 


in ream patterns — rolls — or cut to 
your exact form size. 


Proven Carbon Ink Formulations. 
€ 


Quality—Uniformity—Service 
Economy 


Prompt Deliveries 


New York 38, N. Y. 
REctor 2-8050 


89 Gold Street 
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ENVELOPES 


ANY TYPES OF ENVELOPES can be considered business forms 

since like forms they help systematize a business system and are 

actually part of the business system. In many instances time can be 
saved and efficiency added to the operation of a business office by using 
the appropriate envelope. For instance, the use of window envelopes 
saves typists time and reduces possible errors in addressing. Heavy 
duty envelopes give added protection to valuable documents. Larger 
size envelopes enable important papers to be mailed flat and thereby 
save time in folding and fitting to undersized envelopes. These and many 
other problems can be minimized or overcome by using the proper en- 
velope. The following information may assist in understanding the wide 
range of envelopes available, and may help in selecting the proper 
envelope. 

General correspondence and mailing envelopes are usually of open-side 
construction which means that the flap is located on the longest side 
of the envelope. This group of envelopes includes the popular business 
correspondence sizes. Standard sizes are designed to accommodate all 
sizes of letterheads and other printed forms normally used. 

Commercial sizes are: No. 5, 31/16” x 514”; No. 614, 3% x 6; No. 6%, 
3°%% x 6! Qe 

Official sizes are: No. 7, 334 x 6%4; No. 734%, 3% x 71%; No. 8%, 
3°%% x 8%; No. 9, 3% x 8%; No. 10, 44% x 91%; No. » x 10%; No. 12, 
4%, x Rae No. 14, 5 x 11). 

* Monarch size is also usually included in any listing of officials because 
its size is the same as the 7% official but its flap is of a different shape. 

Postage saver envelopes are made with one side-flap unglued. This 
loose side-flap is made wider than normal so that it will not open in 
the mails. Postage saver envelopes are used to take advantage of postal 
regulations which permit mail under certain conditions to travel af 
third class rates which are considerably lower than first class sealed mail. 
Postal regulations permit the use of the postage saver envelope with a 
small spot of gum to hold the loose flap provided the words “Pull Out for 
Postal Inspection” are printed on the flap. Postage saver envelopes also 
may be obtained in window styles. 

Booklet postage savers are designed for mailing frequently used book- 
lets, folders, catalogs, etc. 

Window envelopes are made with a portion of the face cut out and 
covered with a transparent material so that the name and address on 
the enclosure will show through. The purpose of the window envelope 
is to eliminate the necessity of typing the name and address on both the 
enclosure and the envelope. 

There are few business concerns or offices that cannot benefit from the 
use of window envelopes since they are accepted for use on all but 
strictly personal correspondence. Their use not only permits saving 
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POSTAL REGULATIONS APPLYING TO WINDOW ENVELOPES 


Window envelopes must have window parallel with length of envelopes, and must not 
occupy any space within 134" from the top nor within 44" from the bottom or either 
end of the envelope. Nothing but the name and address of the addressee are permitted 
to appear on that part of the enclosure visible through the window. The use of dark- 
colored papers that make addresses difficult to read is not permissible on envelopes or 
on that portion of enclosures that is visible through the window of window envelopes. 

When printing the face of envelopes, no less than 3!/2" of clear space should be left 
on the right-hand end to allow ample space for postage stamps, post-marking, forwarding 
address, etc. No printing of any kind on window envelopes used for mailing purposes is 
permitted nearer than 3%" to the window, except that a plain narrow border, not 
exceeding 5/32" in width around the window is permissible. Window envelopes must 
bear a complete return address in the upper left-hand corner of the address side. This 
must include street address or P.O. Box number when the post office is one having letter 
carrier service. 











the addressing of envelopes for letters, invoices, statements and other 
forms, but also eliminates the possibility of mail being enclosed in the 
wrong envelope. 


Open-face or window-cut envelopes are made and used with a cut-out 
on the face, but without a transparent covering. Open-face envelopes 
are not recommended for general correspondence, but they do have a 
place in some inter-company correspondence, direct mail or other uses 
where mailings are large and privacy is not a consideration. Open-face 
envelopes usually cost approximately 10% less than a regular window 
envelope of the same type. 


Standard size windows. From an economy standpoint window envelopes 
whenever possible should be purchased with a standard size of window 
and position. Standards have been adopted by envelope manufacturers 
to fit the most commonly used letterheads, invoices and other forms. 
Letterheads or forms to be used in window envelopes should be planned 
with these standards in mind. 


Special size windows and windows in special positions can be obtained 
but they must conform to postal regulations if they are to be mailed. 
Unless the quantity is large there is an additional charge for special 
windows. 


Window seal flap position. Certain postage metering machines require 
that window positions be exactly reversed, i.e., measured with the seal 
flap at the bottom. Such reverse position windows are considered stand- 
ard when they conform in size and position to regular window envelopes 
except measurements are made with the envelope flap at the bottom. 


Special window envelopes. While it is desirable to fit forms to standard 
window envelopes whenever possible, there may be times when it is 
impossible to use a standard window envelope. Special envelopes with 
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Enay, Low-Cost 
RECORD BINDING 


in your own office with 


Complete 


Invoice Size Unit 
(5% x 8% in.) $439 _ 


@ Self-Locking Posts for 
permanent binding, or 
Metal Screw Posts for 
semi-permanent binding. 
@ No tools required 

for binding. 


@ Piano-type aluminum 
hinge with multiple 
centers. 

@ Covers of 

hord, durable Masonite 
Presdwood. 

Release expensive binders for active work! 
Transfer and bind records of any size with any 
hole punching—quickly, easily and inexpen- 
sively in your own office using Liberty Storage 
Binders. (Sold by all leading stationers.) 

Send today for catalog of our complete line of eco- 
nomical record storage products for every business. 


BANKERS BOX COMPANY 
720 South Dearborn Street ¢ Chicago 5, Illinois 








EXTRA COPIES OF 
THIS MANUAL 


can be had at $2 each while 
they last. Send remittance 
to Office Publications Co., 
232 Madison Ave., New 
York 16, N. Y. 











TO OFFICE EFFICIENC 


CARBON-INTERLEAVED FORMS 
TAILORED TO FIT YOUR NEEDS 
MEAN 


GREATER— 
¢ EFFICIENCY 
* CONVENIENCE 
¢ SIMPLICITY 
¢ ECONOMY 


SPECIFY NATIONAL LITHO QUALITY AND 
SERVICE WHEN YOU CONTACT YOUR LOCAL 
DEALER OR STATIONER OR WRITE 











NATIONAL LITHO FORMS CO. 


184723 EUCLID AVE CLEVELAND 17, OHIO 


FORMS DEALERS & STATIONERS 


IF YOU ARE NOT ALREADY HANDLING 
THE NATIONAL LITHO LINE, WRITE OR 
PHONE TODAY. 

NATIONAL LITHO OFFERS: 
Exclusive Accounts 
Advertising & Sales Promotion 
Your Imprint on 
Forms and Shipping Papers 
° 
Complete line of contir 


ard, single-set & no carbon 








LP Vilel, Fim ahi tem ie) i.) maek 


18423 EUCLIO AVE., CLEVELAND 12, OHIO 
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windows of any shape or size and positioned anywhere on the face of the 
envelope within the limits of the postal regulations can be obtained to 
fit the enclosure. 

If designing the form or other enclosure to fit a standard window 
envelope presents a problem, special size and special position window 
envelopes should be used. Envelope manufacturers have many special- 
size window dies from which a size can be found that will solve the 
special window problem. There is usually only a slightly higher cost 
than that for a standard window envelope. 


One-piece window envelopes differ from regular window envelopes in 
that the regular window envelope is made first by cutting out the window 
and then by patching the window with a transparent paper. The one- 
piece window envelope has the window portion made transparent by a 
chemical treatment. The same postal regulations apply to both styles. 

Usually manufactured tinted on the inside with an allover design for 
extra opacity. Special tint blocks incorporating company names or trade- 
marks can be obtained if the quantity manufactured is sufficiently large. 
A narrow colored border is printed as an outline around the window. 
One-piece window envelopes perform all the functions of regular enve- 
lopes made with a transparent patch. One-piece window envelopes gen- 
erally cost more than the regular window envelope, but their one-piece 
construction makes them particularly adapted to use on automatic insert- 
ing and mailing machines because there is no possibility of enclosures 
catching on the window patch during the inserting process. 

Ordinarily made from specially chemically treated white paper in a 
choice of two weights, medium and heavy, which correspond roughly to 
the regular weight envelope papers. One-piece envelopes are standard 
in the popular commercial and official sizes. Special sizes can be fur- 
nished when quantity is large enough for a manufacturing run. The 
same general statements regarding standard window versus special 
windows apply to the one-piece window envelope. There are reverse flap 
one-piece window envelopes for use on some postage metering machines. 


Airmail envelopes assure prompt handling of airmail because the dis- 
tinctive red and blue border allows quick identification at handling points. 
While airmail envelopes can be obtained in practically any size and 
style and can be made from practically all grades and weights of papers, 
the most frequently used for general correspondence are the popular 
commercial and official sizes made from regular white wove or from 
lightweight papers. When lightweight papers are used it is a common 
practice to tint the inside with an allover design for greater opacity. 

Airmail window envelopes with standard size windows are available 
in the standard sizes. For large or bulky matter or mail which should 
be delivered flat, there are available larger size airmailers such as the 
9% x 121% which also has the airmail border design. 


Business reply envelopes may be mailed after provisions are made 
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THE ULTIMATE IN 
WINDOW ENVELOPES! 


THE ORIGINAL 


-_—_ —_ 











] 


With Trans-O-Pake inside tint to keep contents private and confidential.* 


Transos are made of one piece of paper. Because there are no rough edges or gaps 
around the window (either on the inside or the outside), to snag or tear during 
inserting or while in transit, Transo envelopes eliminate waste and delay. 


With windows smoothly impregnated—an integral part of each envelope—Transo 
One-Piece window envelopes are unequalled for automatic inserting machines. 
The remarkable clarity of the window, the excellent gum which guarantees a swift, 
sure seal, make Transos the ultimate in window envelopes—favorites from coast 
to coast. 

Special inside tints, incorporating your Company name or trade-mark are also 
available in large quantity runs. Free sketches on request. 


Mail this Coupon for free detailed informa- 
tion today. 


C7 
Jnanse ENVELOPE CO. 


DIVISION OF ARVEY CORPORATION 
3542 N. Kimball Avenue, Chicago 18, Il. 


PLANTS: Chicago, Illinois & Jersey City, New Jersey. 
Offices in all principal Cities. 
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This Too! 
Is Important! 


By working through your local Distributor 
or Printer exclusively, we have built a 
nation wide reputation for promptness and 


very fast service. 


Our Specialized Products: 

Carbon interleaved unit sets: New, 

N. C. R. (no carbon required) sets; 
Carbon Ready Statements in three styles: 
Line Find, Saddle Back, and Fold Over. 
Voucher and Payroll Checks. 


The next time you, as a user of forms, need 
very, very fast service, ask your favorite 
Distributor or Printer to write, wire or 
phone: Jack Deller or Bill Bedinghaus at 


MODERN BUSINESS FORMS MFG. CO. 
308 E. Eighth St. Dept. OS., Cincinnati 2, Ohio 


P.S. To Printer and Distributors, we do not sell direct, only through 
you. Write on your letterhead for free catalog, no obligation. 
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for a return mailing in the United States. A free permit can be obtained 
from the Postmaster. As specified by postal regulations, business reply 
envelopes should have printed on the face the company name and 
address, zone number and an indicia which includes the permit number. 
There are three styles of business reply envelopes: 


1. When weight will not exceed one ounce. Postage is paid by addressee 
(first class mail rate plus lc for service fee). The permit number 
appears in the upper right corner. 

2. When weight exceeds one ounce. Postage amount for each ounce or 
fraction thereof is paid by addressee plus le for service fee. The state- 
ment “Postage will be paid by addressee” appears in upper left corner 
and permit number appears in the center box panel . 

3. Used for airmail in weights not over one ounce. Postage (air-mail 
rate per ounce plus lc service fee) is paid by addressee. Identical in 
style to type 1 except standard airmail envelope is used. 


Two-compartment, or duplex, envelopes make it possible for a first 
class letter to be delivered simultaneously with third or fourth class mat- 
ter without paying the higher first class postage rate on the entire 
mailing. First class postage is paid only on the letter which goes in the 
mail compartment, and third or fourth class postage is paid on the 
contents of the larger compartment. The return corner card is printed 
only on the large envelope and the addressee’s name and address need 
only appear on the first class envelope. Two-compartment envelopes 
are made by securely pasting to the face of the open-end catalog envelope 
a small envelope or first class pocket. The first class pocket is available 
with or without a window. The catalog envelope may be of any standard 
size and may have a clasp fastener, button and string, tuck-in flap or a 
gummed flap. 


Envelopes as Part of a Business System 


Using envelopes in business systems. Below are several broad func- 
tions commonly referred to in business and some of the types of envelopes 
frequently used as part of that business function. This information may 
help when selecting the most efficient and appropriate envelope for a 
particular application. 

Acknowledgment of orders: 

Commercial and officials (page 161). 

Regular window envelopes (page 161). 

One-piece window envelopes (page 164). 

Invoicing: 

Same as acknowledgement of orders. 
Carrying papers: 

Flat mailers are tough open-side envelopes with heavily gummed flaps 
available in sizes from 61” x 914” to 10” x 15”. 





168 MANUAL OF BUSINESS FORMS 


Clasp envelopes are made from tough kraft or manila stock with or 
without gummed flaps in stock sizes from 24%” x 44%” to 12” x 1514”. 

sutton and string envelopes of tough kraft or manila stock are adapt- 
able for holding thick or bulky enclosures because the extent that the 
string can be tightened is flexible. The opening can be had on the long 
side for bulky material. Made in the same sizes as clasp envelopes. 

Expanding envelopes are usually made of red fibre stock and gen- 
erally available in expansions of 154”, 3142”, 544” and in sizes from 
4” x 914” to 12” x 18”. 

Letter and legal envelopes of kraft or manila are designed for filing 
and carrying material and are generally available with gummed and un- 
gummed flaps, button and string, and with straight extended tab. 


Routing inter-office communications. Use either an open side or open 
end style with or without string and button, or other closing attachment, 
for routing correspondence or non-uniform contents between departments. 
These envelopes are usually designed to be reused by having the recipient 
draw a line through his name after removing the contents. The envelope 
then is ready for another trip. Holes punched through both sides of the 
envelope assure complete removal of contents at each stop. 

Manila envelopes frequently are also used for inter-office communica- 
tion where it is desired that they be sealed for privacy. Manila 
envelopes are slightly lower in cost than white wove envelopes and their 
different color provides a color code which facilitiates sorting of inter- 
office mail from outside correspondence. These envelopes can be supplied 
with a cut-out window providing the same advantages as window enve- 
lopes. Available in a wide range of styles and sizes from 342” x 6” to 
111%” x 14%”. 


Mailing records and reports. To mail such things as statistical reports, 
permanent records or other valuable papers unfolded, the following 
standard styles are provided: 

Bankers flap envelopes provide extra strength and protection in a busi- 
ness correspondence envelope for heavy enclosures. The bankers flap 
and square flap style are available in the frequently used mailing sizes, 
with or without windows. 

Flat mailers (see page 167). 

Letter and legal envelopes (see page 175). 

Airmailers are similar to flat mailers but have colored airmail borders. 

Clasp envelopes (page 173). Use of clasp permits third class mailing 
rate; gummed flap for first class sealed mailings. 

Safety fold envelopes have a portion of the body at both top and bottom 


folded over to form a portion of the top and bottom flaps. The result is 
an envelope completely closed at all corners. 

Bank deposit envelopes are used by banks which allow depositors to 
bank by mail. The bank deposit envelope combines the four essentials for 
convenience in depositing: (1) printed deposit slip; (2) bank’s acknowl- 
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edgement of deposit; (3) envelope for safe mailing to the bank; (4) 
depositor’s correct return address. Furnished in any regular envelope 
paper and in special sizes. The three standard sizes are 342” x 614”, 
3°” x 64” and 4” x 914”. 

Check disbursing or mailing envelopes are usually used for mailing 
checks or other enclosures of a confidential nature to insure privacy. 
Envelope is white on the outside with tinting of the inside to make it 
absolutely opaque. Although regular style envelopes may be used for 
checks, window envelopes are recommended. When planning the size 
and printing of checks, consideration should be given to the envelope 
used to get savings from the use of standard envelopes and standard 
window sizes. 

Cash payroll envelopes are made in literally hundreds of special types 
to fit the various payroll systems. There are however stock styles for 
handling cash payrolls with entries made directly on the envelopes. 

Filing envelopes are made in legal and letter sizes of heavy stock in 
two styles: (1) extended tab; (2) deep ungummed flap with or without 
button and string. 

Packing list envelopes protect the contents against weather. Usually 
made from either a special fibre, wax-treated kraft or asphalt laminated 
kraft. Strong and durable with water resistant qualities which insure 
protection of contents. Easily attached with tacks through metal eyelets 
to shipping cases. Enclosed papers are protected by safety fold and 





FORMS 
FOR EVERY PURPOSE 


CONTINUOUS MARGINAL PUNCHED FOR 
TABULATING «+ TELETYPE + TYPEWRITER 





EASY SNAP « FANFOLD « STRIP « REGISTER 


THE WALLACE PRESS 


CHICAGO « NEW YORK «© DETROIT © SAN FRANCISCO 
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clasp fastener at the open end. Standard size is 444” x 5%4”. Tag enve- 
lopes (a combination envelope and tag) may be also used for this pur- 
pose where it is desirable to attach the envelope by means of a wire, or 
any other type of tag fastening device. 

Petty cash analysis envelopes. Any convenient size of string and 
button envelope which permits rapid opening and closing is satisfactory. 
A form is printed on the face of the envelope which should indicate how 
the petty cash disbursements are to be distributed to the various accounts 
they are chargable against. Petty cash receipts should be filed in the 
envelope. 

For sampling, security ore envelopes are open-end style, constructed 
by securely pasting an extension to the back of the envelope at the open 
end. Folded into this extension and extending about *4” beyond each 
side is a concealed narrow strip of flexible metal. In use, the envelope 
is first filled. Then the extension of the back is given a double fold over 
the front and finally the side extensions containing the flexible metal 
strip are folded against the front. The safety fold at bottom results 
in a siftproof envelope with completely closed corners. 

Production scheduling (job ticket) envelopes usually have a form 
printed on the envelope on which is entered the production scheduling 
data. The job ticket envelope moves through the plant accompanying 
the job in process with its contents of blueprints, proofs, samples, etc. 
A few types of envelopes frequently used as job tickets are open end, 


tt Your Sewice, Friend! 


WITH THE >RITE> FORMS SYSTEM 
For Your business 
NEBRASKA SALESBOOK COMPANY 


offers you the benefit of their 65 years in business 
forms manufacturing. Qualified representatives are 
at your service in all major cities. Whatever your 
forms needs— 

LET US 


SERVE YOU «pit 
»RITE « 








SALESBOOKS GUEST CHECKS 


ONE TIME CARBON CONTINUOUS 
SETS NepeySia SALESBOOK FORMS 


sme 
21st to 22nd on Y Lincoln, Nebraska 
WHY NOT WRITE TODAY! 
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button and string and clasp styles in all sizes; and the following two 
styles: 

Utility envelopes are made with a two-side seam and no center seam 
which makes available an unbroken area on both the back and face 
permitting the use of practically the entire surface for printing. 

Open end envelopes in five styles: (1) cut flush; (2) thumb cut face 
and back; (3) thumb cut face only; (4) with drilled holes; (5) slotted. 

Any envelope normally used as a job ticket can be made up as part of 
a multiple part form to gain the advantages of a one-writing system. 

Continuous envelopes are available in a wide range of styles and sizes. 
They are available in all standard correspondence and general mailing 
sizes as well as for special purposes such as payroll systems, factory job 
jackets, file folders, etc. Continuous envelopes make possible some of 
the advantages of continuous forms for envelope addressing purposes 
and are usually addressed by tabulating machines, addressing machines, 
and typewriters with sprocket feed attachments (see illustration on page 
172). 


) > 4 '@ 8. @ ® } =p. < 
koro} alo}aalior-lmmialel=> alae 


For guide tab reinforcement 


1. Cut to size ll 3. Moisten and apply 
required itt (Trim corners for 
super job) 





2. Slit cloth tape ee . No more dog 
with knife J eared tabs 














ee 


EZYINDEX Products Corp. 

153-13 Northern Bivd. Flushing 54, N.Y 
Please send me FREE samples and more 
information on Ezyindex Tabs 


153-13 Northern Boulevard Flushing 54, N. Y] Name Title 


Street City 
Fiem State 
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An example of continuous envelopes. These 
are designed for addressing on a machine 
equipped with sprocket feed attachment. 


eoeeeeneeeeeneeeeeeer#khe#sekmieeee eeeeeeeeeee @ 











Paper Used in Envelopes 


Nearly every kind of paper has at one time or another been used to 
manufacture envelopes. The papers below are those commonly used by 
envelope manufacturers: 

White wove is a blue-white paper high in bulk, opacity and strength 
with a surface that gives good printing results. Available in the usual 
finishes: regular and vellum. 

Brown and gray kraft is an unbleached sulphate paper with great 
strength and fair printing qualities. 

Glazed brown and gray kraft is a machine glazed, unbleached sulphite 
paper with a highly polished surface. High in strength and with good 
printing qualities. 

Manila is a semi-bleached chemical sulphite paper of an India shade. 
Not as strong as kraft, but has a better surface for printing, typing and 
writing. 

Bonds range in grade from a No. 4 sulphite to a 100% rag bond with 
all the accompanying variations of strength and printing quality. 
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BANKERS FLAP OFFICIAL 

7% —(3% x 7'A) 

9 —(3% «x 8%) 

10 —(4% x 9) 

1% — 16% x 9%) 
—(4% x 10%) 

12 —(4% =x 11) 
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16 —(6 x 12) 
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COLUMBIAN FLAT MAILER 
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COLUMBIAN LETTER & LEGAL 
Letter — (8% x 11%) 
Letter — (914 x 11%) 
Letter —~(9'4 = 12) 
Lega! — (8% x 15) 
Lege! — (9% x 15) 
Lege! — (10 x 15) 




















COLUMBIAN PACKING LIST 
4% a 5% 

















COLUMBIAN PAYROLL 


(Style A) (Self Seal Style) 
3% «4% 
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COLUMBIAN PAYROLL 


(Style B) (Style C) 
3% x5% 





COLUMBIAN PAYROLL 
CARBONIZED - STYLE D 
5% Coin {3% =x 5) 
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COLUMBIAN 
SAFEWAY MAILER 
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—(7% x 10) 
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COLUMBIAN 
SAFEWAY PHOTO MAILER 


—(6% x 9% 

—(7% x 10 

—(6% x 1h 
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$97 —(10% x 13%) 
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COLUMBIAN 
SECURITY ORE 





COLUMBIAN 
SNAP ENVELOPE 


CAN BE APPLIED TO ANY 
ENVELOPE SIZE OR STYLE 


. 
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STRING & BUTTON 
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COMMERCIAL 
5S —(3% x 5A) 
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COUPON 
6%—(3'4 x 6) 
6% — (3% x 6A) 














DRUG 
T—(1% x 2%) 
2— (2/44 x 3A) 
3— (2% x 3%) 


KOST KUT 
RETURN ENVELOPE 
6%4—(3'A x 6) 
6% — (3% « 6'A) 
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MAKE-READY 
SAVER 


6% — (3% «x 6A) 
10 —(4% x9) 














MONO-OUTLOOK 
(One Piece Window Envelope) 


6% —(3'A = 6) 
6% —(3% « 6A) 
7 —(3% x 6%) 
7¥%4— (3% x 7'A) 
Check — (3% x 8%) 
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POSTAGE SAVER 
STANDARD 
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POSTAGE SAVER 
SPOT-OF-GUM 
6% —(3% « 6%) 
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SOUVENIR 


6% — (3% = 6) 
6% — (3% x 62) 





SELF SEAL 
COMMERCIAL & OFFICIAL 
6% — (3% x 6A) 
7¥%4— (3% x 7A) 

10 —(4% x 9) 
Social Stationery Sizes 
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SELF SEAL 
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SEE OPEN END FOR 
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OFFICIAL 
7%, — (3% «x 7'A) 
9 —(3% x 8%) 
10 —(4% x 9'A) 
104 —(4%4 x 9'A) 
Tt —(4% x 10%) 
12 —(4% x 11) 

—(Sa 11) 














SQUARE FLAP 
OUTLOOK 


SAME SIZES AS 
SQUARE FLAP ORB/CIAL 














THEATRE 
3—(1'Hy x 476) 








TYPEWRITER 
6%, — (3% x 6'A) 
9 —(3% x 8%) 
10 —(4% x94) 





UTHITY 
3% «6% 


te 
8% 10% 

















Continuous forms being fed at high speed Removing continuous one-time carbon from 
through an automatic writing machine. forms after writing. 


A portable register for handwritten forms. A forms line selector. 
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ONE-TIME CARBON FORMS 


(We invite complicated forms) 


SNAP-FREE PULL OUT 


for BUSINESS FORMS and 
TABULATING FORMS 
Snap-free and pull-out styles with die-cut carbons, 


All Styles e Standard and block-outs, spot carbons and carbon strips. No matter 


how complicated the form, our experience makes it 

- 2 = routine! Competitive prices. 
Special Sizes . . . also Ring, ; nt 
Exceptionally Fast Deliveries! 


Post and Catalog Binders i as Let us quote on your next forms job. Com- 


pare our prices, workmanship and service. 


| ESTABLISHEC on 


TELL US ABOUT YOUR PROBLEMS 


inti HYGRADE 


THE LOOSE LEAF HOUSE Sycuilleaeir i lia gonl le 


156 W. 31st St., Los Angeles 7, Calif. 121 Varick St., New York 13, N. Y. 
fu Algonquin 5-4530-1-2-3-4 








OFFICE 
MANAGERS 


Reduce costs. Increase office 
production and_ efficiency. 
THE OFFICE Magazine tells 
you how—every month. Sub- 
scribe now! 

One Year $3, Two Years $5 
to U. S. and Possessions. 
Send 35¢ for sample copy of 
current issue. 


OFFICE PUBLICATIONS CO. 
232 Madison Ave., New York (6, N. Y. 


Also publishers of La Oficina, Office Equipment Exporter 
and The Canadian Office. 














MANUAL OF BUSINESS FORMS 


frx REPORT } ip ta, "Simm Rie Cclehelii, ” 


ealsign, tule, dhd type: -compose masters for 


stencil or other duplicating surfaces 
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RALPH C. COXHEAD CORPORATION 
720 FRELINGHUYSEN AVE. - NEWARK 5, W. J. 


PLEASE SEND VARI-TYPER BOOKLET C-32 
NAME 


COMPANY 


Glidschoddsbecul 


ADDRESS . 


a ZONE STATE 
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Hanos Complete Line 





Lithegraphed Tabulating Forms — Whether you use a Custom 
form to your own specifications or one of the 29 Stock tab forms, 
you can be sure the Hano form will write faster, work easier, and 


look better . . . Hano Litho quality is the answer to your tab form 
problems. 





Better Snap-o-Part Forms — For hand-writes or machine-writes, 
there is a Hano Snap-a-Part for every need. Made in individual 
sets with the finest Hano one-time carbons, a Hano form guaran- 
tees accurate registration, fine printing and the features for a 
satisfactory time-saving installation. Three general styles insure 
maximum efficiency at minimum cost. 


For Continvous Form Speed — Stop “shuffling” forms and 
carbon papers, utilize the speed of continuous forms plus the 
sureness of one-time carbons with Hano Continuous Carbon 
Interleaved Forms for unusual flexibility to any billing or multi- 
ple-copy form typing operation. Sizes for every need. 





Registers and Forms for Every Need — Hano Register forms 
cre better working, better looking forms lithographed on 
eight standard colors of good register bond . . . special pur- 
pose papers also available. Sizes, types, colored inks and 
other special features for individual requirements. No more 
“lost’ copies plague your records with Hano new Universal 
desk style or Aluminum Portable Registers. oe 


NCR, TRANSLUCENTS, AND SUPER-COPY PAPERS ALSO AVAILABLE 


PHILIP 


Hhans Company 


INC. 


MANIFOLD PRINTERS SINCE 1888. 
General and Soles Offices: HOLYOKE, MASS. Branch Plant: MT. OLIVE, ILL. 
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TAX FORMS MANUFACTURERS 


We specialize in tax forms, serving users from coast to coast. 


——— 


ECONOMICAL FORM DESIGN 
EFFICIENT CONSTRUCTION FEDERAL, STATE AND CITY 
WAGE TAX REPORTS 


IN ONE OPERATION 


GET OUR PRICES ON ALL TYPES OF TAX FORMS 
(Dealer inquiries invited) 


APEX BUSINESS SYSTEMS 


540 PEARL STREET + NEW YORK 7,N.Y. «+ BEekman 3-7133 








FREE! Valuable Reference Guide to 
Multi-Rite 
| PEGBOARD ACCOUNTING 


Mull Rie” PEGBOARD ; ae “a sy the entire line of Multi-Rite Peg- 
i; oar ccounting Systems. With Multi-Rite, you write onl 
ACCOUNTING SYSTEMS i once to create multiple records—Payrolls, eseuiie Re. 
ceivable, Payable and for Special Applications. Scien- 
tifically designed Multi-Rite Pegboard Systems are avail- 
able in a complete price range and provide an easy, fast, 
efficient and economical way to handle accounting pro- 
cedures. 


The C. E. Sheppard Co 
44-03 2ist St., L. I. City 1, N , 
Send me free copy of Multi-Rite 
Catalog A’ I am particular 
interested in systems for 

Payrolls 

Accounts Receivable 

Accounts Payable 


For your copy of : 
' 
i 
i 
' 
! 
' Time Payments 
' 
' 
! 
i 
' 
' 
' 


this useful, fully 
illustrated 16-page 
book, fill in and 
mail coupon today! 

Hospital Charge Contr« 


-» Drs’ System for Patients’ Ci 
Strip Accounting 


Established 1900 


The C. E. Sheppard co. 


—— 44-03 Twenty-First St. « Long Island City {, N. 
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MORE AND BETTER WORK 
at LESS COST with 


AMERICAN REGISTER 
CONTINUOUS FORMS 


There are American Register Forms for every depart- 
ment in your business—from purchasing and receiving, 
through manufacturing, shipping, billing and paying 


MARGINALLY PUNCHED FOR all designed to speed every operation. And our staff 
REGISTER OR TABULATORS is ready to help you in designing new systems. 


SPEEDY DELIVERY 
Modern equipment and trained personnel with years 
of know-how provide unexcelled service—your delivery 


requirement will be our delivery promise. 


CONTROLLED ACCURACY 


Whether you use counter registers, tabulators or bill- 

CARBON ing machines, there are American Register Continuous 

INTERLEAVED .. » , 

Forms to fit your needs—perfectly printed, and 
punched, and numerically controlled. 

NEW! The 1955 American 


Counter Register 


Unmatched 
Performance 


ARC 
CASH DRAWER 
COMBINATION 


Send for Details to Dept. BFM 


AMERICAN REGISTER CO. Pertatte 
FIRST AT K STS. BOSTON 27, MASS. — 
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Duplex Electric Model 912 ED— (illustrated) 
features extra ‘Memory’ Register, 
Automatic Accumulation, Subtraction 

and ‘Full Cent’ but represents no 

greater investment than other 

ordinary single register machines. 


- RAPID ADDER Pius Computing 


Machines, Inc. 


5 Beekman Street, New York 38, N. Y. 
SIMPLEX ELECTRIC CALCULATORS Telephone REctor 2-0045 


HAND OPERATED CALCULATORS 


PLEX ELECTRIC Plus Computing tar Inc. 
5 Beekman St., N. Y. 38, N 


CUl ATORS Without obligation: 
C] Please arrange free demonstration in my office. 


[] Please send complete literature on your line 
of PLUS equipment. 


Name — 
Company___ 
pe 
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If Your Office— is still using carbon paper, 


try LETTEREX — the greatest letter-writing 


advance since the typewriter. 


Write for samples: 


The LETTEREX CORPORATION 
1640 Connecticut Avenue, Washington 9, D.C 
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Snap out & pull out forms 
Printed — lithographed pantograph checks 
Photo process systems: Ozalid, Bruning etc. 
Spirit — gelatin Hectograph Masters 
Complete payroll, bookkeeping, accounting 
forms for NCR, Burroughs, Underwood etc. 
Punching — notching for sorting systems 
Spot carbon — spot gum applications 
Pegboard — visible record — shingled forms 
Specially constructed forms 
Addressograph-Multigraph Multilith, 
Duplicating Masters (Systemat) in 
unit sets or continuous forms 


The House of Unusual Forms 


REQUEST FREE FORM DESIGN PAD ON YOUR LETTERHEAD 


CARTERET PRINTING COMPANY 


480 CANAL STREET » MEW YORK 13, N. Y. ¢ WOrth 6-1454 


— - oe a en a 
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Psi ten, 


——— Ltn, 


(REDIFIXT)PELOfS IN ois xO)SUU ES 


lee \ 
save/lime...save money 


freoifixt] 


STANDARD FORMS WITH STATE FORM COMBINATIONS 


INVOICES BILLS OF LADING EXCLUSIVE REDIFIXT FEATURES 
PURCHASE ORDERS REPLY MESSAGES 


* One typing tokes core of all the work for all filing 

GPen ; requirements 

® One operation snaps ovt the corbon from all copies 

© Officially opproved by Federal and State governments 
ond Prentice-Hall, inc 


Carbon Interleoved QUAN 


4 part | 5 part Vo 6 part 
With Your imprints 





J 


eaenertiavrssrmmat ena BOOKKEEPING 


2. 3 OR 4 PARTS 


ove / & IBM FORMS 
- 

With Your imprints 2. mee A Custom printed ond stondord 
ees 


individuel corbon interlecved 
REGISTERS 


REDIFIXT ond continuous forms 
including 18M, N.C.8. and other 
bookkeeping forms 

NEW, ADJUSTABLE 1955 MODELS 


All Types 
from $8.25 itt 





ALL FORMS AVAILABLE ON THE NEW NCR. (NO CARBON NEEDED 


PAPER 
WRITE FOR PRICES 


WRITE FOR NEW CATALOG C SHOWING STANDARD BEDIFIXT Lime 


Consolidated Business Systems, Ine. 


VESEY 








< il me ion U (Prepare up to: 


NO CARBONS REQUIRED to make A. Ballpoint Copies 


7 Typewritten Copies 


10 Electric Typewritten 
\ Copies 





Write, wire or phone for samples and business forms quotes 


ARTHUR J. GAVRIN PRESS, Inc. 
New Rochelle, N. Y. NEw Rochelle 6-3600 
Manufacturers of SnapSasy~ One-Time Carbon Interleaved Business Forms 


ATTRACTIVE DISCOUNTS TO PRINTERS AND DEALERS 











Wetter Oe i - oe 1902 


POTTER PULL-IT SETS 


ONE TIME CARBONS TABULATING FORMS 
REGISTER FORMS TELETYPE FORMS 


@ Speed and Accuracy are Essential in Every Business 
Interleaved Carbon Forms are Speedy 
Save Time and Money 
Use Potter Speedy Business Forms 
Designed for Your Needs 


Write or telephone for complete information 


PP THE POTTER PRESS 
BOSTON - - WALTHAM 
BOSTON PHONE CAPITOL 7-7222 
EXECUTIVE OFFICES AND PLANT: 516 SOUTH ST., WALTHAM, MASS. 


POTTER REPRESENTATIVES IN PRINCIPAL NEW ENGLAND CITIES. NEW YORK AND PHILADELPHIA 











anpower sue 


to help you 
SIMPLIFY SYSTEMS INSTALLATION 
AND CHANGEOVER 


Manpower, Inc. will relieve you of bottlenecks and help you save costs in one 
city or coast to coast. We work in your office or ours, days — nights — anytime 
— with your supervision or ours. 


TEMPORARY HELP SYSTEMS AND 
*% Statistical Typing Cards Records Typed 
Sorting 
& Retell Stere Werk Files Made — Revised — Rearranged 
* All Types of Office and IBM Key Punch Work 
Light Factory Work Microfilm Operators 


CALCULATING OTHER SERVICES 


& Cost Analysis — Payroll *% Letter Shop — Direct Mail 

*% Interest Figured *% Telephone Secretarial Service 
*% Inventories Financial Statements *% Surveys — Premium Distribution 
*% Tax Reports Sales Analysis *% General Labor — Factory Work 


You eliminate cost of . . . hiring, payroll Use Our Personnel and Equipment .. . for 
records, taxes, insurance, unemployment and 4 hours, a day, a week, a month or longer. 
workmen's compensation claims, holiday pay You pay only for hours actually worked. 
— fringe benefits. Our employees are fully bonded and insured. 


“Write Dept. 250, Man- | usto | 
power, Inc., Milwaukee 3, o 
Wisconsin for free folder Our rates are 

J 
amazingly low! 


' 
1 “How To Simplify Systems In- 
' 
' 


stallation and Changeover”. 


SS 


eee es ee ee ee ee 





Over 40 Branches Coast to Coast 


manpower, inc: Ww 


Nation’s Largest Complete Business Service 
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@ * N FOLD 
e@ STRIP 


( © CARBON INTERLEAVEL 


e SNAP APART 
® TABULATING 


e TELETYPE 


; Manufacturer of 
BUSINESS FORMS 
34th and Market Streets 


STEPHEN GREENE COMPANY ; 


* 
* 
o 
2 
* 
S) 


PHILADELPHIA 4, PA. . 


CONSULT YOUR TELEPHONE BOOK OR WRITE HOME OFFICE 


AT LAST...A (CZreadewe FORMS PRINTER WITH 
TIME & MONEY-SAVING IDEAS, PRODUCTS, SERVICES... 


SYSTEMS & FORM DESIGNING ‘PSI’ PEG-BOARD SYSTEMS 
METHODS ENGINEERING “*CARB-N-SNAP’’ ONE-TIME CARBON SETS 
MACHINE BOOKKEEPING SYSTEMS ““PEG-STRIP’’ ACCOUNTING SYSTEMS 
WAX ‘‘CARB-N-SPOT’’ CHECKS & FORMS VERTICAL VISIBLE SYSTEMS 
CONTINUOUS FORMS—MANIFOLD BOOKS  ‘‘E-2 SORT’’ PUNCHED CARD SYSTEMS 
K 
Represented in 85 cities - caller write... 


METHODS & SYSTEMS DIVISION 


PRINTING SERVICE INC. 


PRINTERS — LITHOGRAPHERS 
1040 WEST FORT STREET - DETROIT 26, MICH, — WOODWARD 2-3590 
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’ Dramatic “Alcohol Test” 
Ms Proves Bleed Resistance of 


} 
ae 
——ae 


Aone 


TARA see canna wneet | 


Note how the liquid in the ‘9601”" sample is 
still practically transparent, while the other 
samples show “‘bleeding’’ of the purple dye 
colors varying from medium to deep color. 


Resistance to bleed is only one of many supe- 
rior features of Tara ‘‘9601’’. Check these other 
advantages that provide outstanding perform- 
ance in one-time carbon forms: 


FREE—tora Carbon Paper Kit, containing full details 
and sample sheets. Write on your business letterhead 
today! 


Brand A Brand B 


e Clearer, sharper writing impression 
—no feathering or smudging. 

e Thinner —special Machine-Glazed 
stock is thin as 7-lb., yet gives 9-lb. 
strength. 

e Resists heat, cold, humidity, dry- 
ness. 

@ Sharp, legible reproduc 
tion up to 22 part forms 
on electric typewriters 
Use for every type of 
form—electric or man- 
ual typewriter, addresso- 
graph, tabulating ma- 
chine, or handwritten 


THE AMERICAN CARBON PAPER CORPORATION | + 1313 W. Lake 54. 


we Chicago 7, ti. 





MANUAL OF BUSINESS FORMS 


Index 


Accounting forms, 64, 70 *hemograph process, 82 
Accounting machine forms 4,71 Chipboard binding 62 72 
Acknowledgement of orders, envelopes. 167 Choosing correct « arbon, 150 
Addressograph, 103, 121, 131 Clasp envelopes, 168, 173 
Advantages of continuous forn 134 Clerical work, 4¢ 
Advantages of covered salesbooks, 74 Cloth over stub binding 
Advantages of padded forms, 62 Cloth tags, 69 
Advantages of unit sets, 112 Coin envelopes, 173 
Airmail envelopes, 164, 173 Colors of paper, 52 
Alphabetical suffix, 47 Columinar sheets, 70 
Area for description, 58 Combining related forms, 
Audit pads, 72 Commercial envelopes 16 ] 

( 

{ 

( 

( 

( 

{ 

{ 


) 


Autographic register compar son of costs, 113 
Azograph process, comparison of operations, 112 
omposing machine, 60 
‘onsecutive numberin 
‘onstruction of form, 
‘ontinuous envelopes, 171 
‘ontinuous forms, 118 
Continuous strip forms, 126 
Continuous tags, 69 
Copy preparation, 60 
Corner-snap unit sets, 117 
~ Correcting du jlicating masters, 84, 9 
jond envelope paper, 172 Corre pene: ~ enve fone Ss, 161 yo ee 
Bond papers, 154 Cost con S 113 
300k forms, 71 hem dey + ¢ 
' Cost of operations, 113 

( 

( 

{ 

Cc 

‘ 


3ackers, 51, 74 
3ack-up, see Backers 
Sallpoint pen, 144 
3ank deposit envelopes, 168, 173 
Basic we ights of paper, 157 
71 


Binders, 63, 7 
Binding of manifold books, 
Blockouts, 50, 108 


) 


9 


Bookkeeping forms, 70 Y 
Bookkeeping machine forms, 
sooklet envelopes, 161, 173 
Bottom stub, 103 
Bound book records, 71 
3oxes, check, 56 
Box principle, 50 
sristol, 154 a 
Brown kraft enve lope paper, 172 “perme gy Rae bo 
at cng ere al ; ‘ . am 8, 
besten and ot nips vg 68. 174 Designating distribution, 
é ! V 8, 165, Diazo, see Whiteprint 
Die-cut carbons, 108, 150 
Carbon attached to manilla strip, 73 Die-impressed stencil, 84 
Carbon, die-cut, 106, 150 Direct copy, see Whiteprint 
Carden, double-faced, 148 Distribution of forms, 51 
Carbon extraction, 125 Do's and Dont’s of good forms design, 59 
Carbon, full coated, 147 Double-face carbon, 148 
Carbon, interleaved one-time, 121 Double stubs, 106 
Carbonized manifold books, 73 Duofold carbon, 73 
Carbonizing, 147 Duplex envelopes, 167, 175 
Carbon lengths, 106 Duplicating masters, 77, 110 
Carbonless carbon forms, 150 Duplicating paper, 154 
Carbon packs, 120 
Carbon paper, 53, 142 
Carbon paper handling, 120 Kconomy of stand: ird paper sizes, 158 
Carbon rolls, 120 iciency factors, 13 138, 139 
Carbon, saddle back, 148 tlectric typewriter 53 
Carbon spots, 108, 132 llements of a check, 65 
Carbon, strip coated, 110, 147 clements of unit se ts, 106 
( 
{ 
{ 
( 
{ 
‘ 
( 
( 
( 
( 
{ 
( 
( 
{ 
{ 
( 
{ 


‘otton content bond, 15 
‘overed salesbooks, 74. 
‘overs, salesbook, 7: 
ut forms, 62 

‘ut-out carbons, 150 


y 


I 
‘arbon widths, 106 Elite spacing, 49 
‘ard record forms, 62 


Elliott Fisher, 103 
‘arry papers, envelopes, 167 End opening cover 
‘ash envelopes, 169, 173 Entries on forms, 49 
i68 “nvelope paper, 172 
“nve lopes, 161 
Cnvelope styles. 173, 176 
“xtraction of carbon, 125 

Z Sort, 95 


‘at. tlog envelopes, 
‘atalogs of stock forms, 70 
‘enter opening cover, 7 
‘hart sheets, 71 
“heck boxes, 56 
‘heck envelopes, 169 
forms, 65 
numbers, 74 “anfold, interleaved, 125 
. 61 “anfold machine, 177 
‘ents columns, 5! ‘anfold, not interleaved, 121 
‘ertificates, 52 “anfold unit sets, 116 
*haracteristics of carbon paper, 147 “asteners for tags, 69 
sthemical wood tag stock, 67 3 


) 
« 
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Filing envelopes, 169 

Filing forms, 51 

Filling out forms, 49 

Flat cut forms, 62 

Flat mailers, 168, 174 
Folding forms, 55 

Folded sets, 72 

Fold-over forms, 117 

Forms design, 47 

Forms writing machines, 177 
Fototype, 61 

Four-part form savings, 113 
Front-and-back cover, 72 
Full coated carbon, 147 
Function of forms, 45, 51 


Gelatin hectograph process, 81, 13: 
General purpose forms, 70 
Glazed kraft envelope paper, 1 
Good Forms Design, 59 
Grades of paper, 51 

Grain of paper, 52 

Graph sheets, 71 

Gray kraft envelope paper, 172 
Ground wood tag stock, 67 
Guides, visual, 57 


) 


Handling carbon paper, 120 
Handwritten continuous forms, 132 
Hectograph, 77, 81, 110, 132 
Hectograph bond, 154 

Horizontal sequence of entry, 50 
Hot wax carbonizing, 147 

Housing Units, 53 


IBM proportional spacing typewriter, 61 
Index bristol, 154 

Indicating targets, 57 

Inked ribbon attachments, 120 
Instructions on forms, 49 
Interchangeable cover, 73 

Interleaved fanfold, 125 

Interleaved one-time carbon, 121 
Inter-office envelopes, 168 

Invoice envelopes, 167 


Job ticket envelopes, 170 
Jute tag stock, 67 


Keysort cards, 95 
Kiss-printed master, 
Kraft envelope paper, 1 
Kraft tissue, 108 


7 


” 
‘ 
‘ 


2 


Ledger cards, 64 

Ledger paper, 154 

Left side stubs, 103 

Legal envelopes, 168, 174 
Legibility of carbon copies, 143 
Legibility of text, 58 

Lengths of carbon, 106 
Lengths of parts, 106 

Letter envelopes, 168, 174 

Line selector, 177 

Loose carbon in salesbooks, 73 
Loose forms, 62 


Machine accounting forms, 64, 71 
Machines, forms writing, 177 
Mailing envelopes, 161 

Mailing records and reports, 168 
Makeready operations, 112 
Manifold books, 72 

Manifold paper, 154 


Manifold tags, 69 

Manila envelope paper, 172 
Manila lip binding, 73 

Manila strip, 73 

Marginal punching, 121, 126 

Marginal words, 74 

Masters, duplicating, 77, 110, 132 
Methods of handling carbon paper, 120 
Methods of writing the form, 144 
Mimeo bond, 154 

Monarch envelopes, 161, 173 

Money saved, 113 


NCR paper, 150 

Needle sorted checks, 66 

Needle sorted punched cards, %o 
No-Carbon-Required paper, 150 
Noiseless typewriter, 52 
Non-duplicate forms, 62 
Non-duplicate sets, 7 
Notched cards, 95 

Number of carbon copies, 52, 5° 
Number of form, 47 

Number of sheets per inch, 155 
Numbering, consecutive, 74, 116 
Numbering unit sets, 116 


Official envelopes, 161 
Offset process, 86, 110, 132 
One-piece window envelopes, 164 
One-time carbon unit sets, 103 
Onionskin paper, 154 

Open end envelopes, 171 
Open-face envelopes, 162 
Operations, comparison of, 112 
Other types of unit sets, 116 
Ozalith, 88 

Ozalid, 88 


Packing list envelopes, 169 
Packs, carbon, 129 

Padded forms, 62 
Pantographic tint, 65 

Paper used in forms, 154 
Paper weights and grades, 51 
Paper used in envelopes, 172 
Pasted sets, 72 
Patches on tags, 6 
Patterns, block-out, 51, 108 

Payroll envelopes, 16%, 174 

Pegboard forms, 100 

Pegboards, 100 

Peg-strip forms, 100 

Pencil, 144 

Perforations, 108 

Petty cash analysis envelopes, 170 

Pica spacing, 49 

Pitch of typewriter, 49 

Position of stubs, 74 

Postage saver envelopes, 161 

Postal regulations, window envelopes, 162 
Prefix letters, 47 
Preprinted information, 
Printed-through master, 
Printing types, 58 
Production scheduling envelopes, 170 
Productive operations, 112 

Punched card checks, 66 

Punching, 106, 121 

Purchase of material, 46 

Purpose of a form, 45 

Put-away operations, 112 


‘ 
; 


o56 
id 


Question-and-answer forms, 50 


tag content bond, 154 
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Readability of text, 58 Tag forms, 67 

Records retention, 156 Tag patches, 69 

tecurring information, 51 Ey printer, 67 

tegisters, 132 lag reinforceme! ts 

Reinforcements for tags, 69 Tag sizes, 68 _ 

Related forms, 54 lag stocks, 67 

elation of forms to clerical work, 46 Tags, 67 

Retention of records, 156 Targets, indicating 

Ring book sheets, 71 Teletypes, 121, 13 j 

tight side stubs, 105 Text, readability, 58 

toll carbon, 120 Thickness of papers, 159 

Rope tag stock, 67 Third class envelopes, 168 

Routing of forms, 49 Time saved in design, 54 ion: 
Ruled forms, 58, 79 Time saved using window envelopes, 55 

Timesavers in forms design, 56 
Time wasted, 113 

Saddle back carbon, 145 , Throw of typewriter, 48 _ 
Safety fold envelopes 3, 168, 176 Thumb-notched carbon, 74 

Safety paper, 65, 15 Thumb-notch unit sets, 117 
Safety tint, 74 Title of form, 47 ; 
Salary saved, 113 Tools of management, 45 

Salesbooks, 72 Top stub, 103 : 
Sampling envelopes, 170, 174 _— Top-pr inted stencil, 86 : 
Savings using 4-part form, 113 Trademarks in safety paper, 65 
Security ore envelopes, 170, 174 Translucent masters, 92 
Self-sealing envelopes, 176 Translucent paper, 154 
Semi-continuous forms, 105 Triad cover, 73 

Sequence of entry, 49 Triangular tongue, 13 ae 
Sheets of paper per inch, 155 T wo-compartment envelopes, 16 7, 175 
Short original copy, 74 Type changes between parts, 51 
Show-through, 51 Types of continuous forms, 121 
Side-fold carbon, 73 Type on forms, 58 . 
Side stub, 103 Types of printing, 58 
Simplifying related forms, 54 ; Typewriter, 144 
Single part serves two purposes, 53 'ypewriter spacing, 48 
Single sheet books, 72 
Single sheet forms, 62 
Single sheet sets, 72 


>>>>>>>> >>> 


nderscoring, 58 
‘niformity of design, 50 


Sizes of envelopes, 173-176 Tnit sets, 103 


Sizes of paper, 158 'n»vroductive labor, 113 
Sizes of tags, 68 Jse of continuous forms, 136 
Slotted punching, 106 . Utility envelopes, 171 
Sorting notched forms, 95 
Space, use of, 51 48 Valuable papers, 52 
spacing On form, - 2 Value of clerical work, 46 
Spirit hectograph process, //, , log Value of forms, 46 
Spot carbonizing, 1458 Vari-Typer 61 
Spots, carbon, 108 . Varying lengths of carbon, 106 
Sprocket feeding, 131 om Varying lengths of parts, 106 
Standard housing units, ». Varying widths of carbon, 106 
Standard paper sizes, 155 Varying widths of parts, 106 
Stapled in stub, 72 Vertical filing, 52 P 
ages, 8. Visible binders, 63, 71 
Statement forms, ¢¢ Visible index systems, 63 
Statistical sheets, 71 Visible record forms, 63, 71 
Stencil duplicating, 54 Visual guides, 57 
ee mn Voucher checks, 66 
: 6, tz , vo ? afin > ‘ 
Straight line principle, 50 V-shaped tongue, 151 
Strip-coated carbon, 110, 14 
Striped carbons, 132 Wages saved, 113 
Strip forms, continuous, 126 Wasted time, 113 
Stub of check, 66 Weights of paper, 51, 157 
Stub perforations, 108 What, when, where, how, who and why, 45 
Stub positions, 74 When to use continuous forms, 136 
Stubs on tags, 69 Whiteprint process, 90, 110, 132 
Styles of envelopes, 173-176 White safety paper, 65 
Substance of papers, 157 White wove envelope paper, 172 
Suffix letters, 47 Widths of carbon, 106 
Sulphite bond, 154 Widths of parts, 106 
Sulphite tag stock, 67 Window envelopes, 53, 55 
Suppressives, 51 Window-cut envelopes 

Writing methods, 144 
Tabular stops, 57 Fie - 
Tabulator, 144 Xerography, 61, 77, 88 
Tabulators, 121, 131 mn 
Tagboard, 154 Yes-or-no forms, 56 
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American Business Systems Lo-Cost Systems, Inc 
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Hane Ge, Phil 99 Yarco, ne ws 
Hygrade Printing & Stationery Co 42, 152, 178 Underwood Corp Outer Back Cover 


Vari-Typer, The 179 
Ideal Carbon Paper Corp. 160 


Wallace Press 
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1 Makes office reports more 
accurate 


2 Speeds them to your desk 


Pareor: 


<a 
Sx. by z 


- 
*8OouCtion este 
, *Stving 


3 Shows how to save 200% - 300% on record forms 


It’s National Blank Book’s NEW Records Catalog 


You, your accountants and depart- 
ment heads will all agree that the 
dollar spent for this new Records 
catalog is the best investment in of- 
fice efficiency ever made! Apart from 
more accurate and time-saving re- 
ports, you'll cut record-keeping costs 
to the bone by using National’s in- 
expensive stock forms as against 


high cost special forms. What’s 
more, you'll save on inventory — 
your NATIONAL Stationer has 
them available instantly. Printed in 
4 colors, this 100 page catalog con- 
tains over 2,000 items. Get your 
copy from your NATIONAL Sta- 
tioner . . . or clip a dollar bill to 
coupon and mail — today! 


Every 
Department 
Can Use It! 

Accounting 


Advertising & 
Promotion 


Credit 
Factory 
Order Dep't 
Purchasing 
Receiving & 
Shipping 
Sales 
Warehouse 


National Blank Book Company 


527 Water St., Holyoke, Mass. 


Please send me NEW RECORDS CATALOG. Dollar is enclosed. 





10 tol you are losing money 


in at least one of these departments! 


v host youl EE 


ro BILLING Check to see how many typings are now necessary. Count how many times your 
customers’ names are re-typed, or re-written before final invoice or filing of completed form . If 
more than once you can save time and money with a DITTO One-Writing System. 








PRODUCTION How many typings are you making to produce shop orders, material requisitions, 
labor tickets, move tickets, load tickets? You'll speed production, increase efficiency and profits 
by using the DITTO One-Writing System. 





PURCHASING RECEIVING How many times is your basic purchase information typed to produce 
bid requests, purchase orders, reports and debit memos? ff it is more than once, you ” 
can save money and time with DITTO One-Writing System. 





PAYROLL Are you still writing and re-writing to produce payroll lists, 


every detail of ‘ 
ao BINNS inde ts tn treed eecten atid oatinG Goon 
are avoided, time and money is saved. 





INVENTORY CONTROL Check and see how many people are required 
to keep your inventory control. See how many times the same 
information is being re-written or re-typed. Every re-writing is an 
opportunity for savings with the DITTO One-Writing System. 





MAIL COUPON OR WRITE OW YOUR LETTERHEAD FOR ACTUAL 
CASE HISTORIES OF SAVINGS IN YOUR PARTICULAR TYPE OF 
BUSINESS OR DEPARTMENT 


NY em 
DITTO, incorporated, 634 S. Oakley Bivd. Chicago 12, Il. 
in Canada: DITTO of Canada, Ltd., Toronto, Ontario 
ate ee Lid., London, oe 
prdeispaing= ad. a you can 
save us money, nd chert with DITTO One Writing Soon for: 
Order Billing ___ Production__ Purchase-Receiving___Other 
—Payroll___taventory Control__Hospital Admittance 
Name, position 
Company 
Address 
City County 














P® 
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NOW! Underwood Electric 
Continuous Form Machines 
offer you automatic electric 
retraction of carbon paper 


| Underwood Electric Continuous Form 
Machines are designed to eliminate all 
non-productive operations in multi-copy 
record w riting. 

Automatic electric retraction of carbon 
paper is a good example. The carbon 
paper is automatically moved from the 
completed set of forms into typing posi- 
| tion in the following set of forms. Result: 
you save time, cut carbon paper costs. 

Other features are: Underwood ma- 
chines will accommodate every style of 
| continuous forms and continuous length 
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carbon paper—long flat sheets, flat packs, 
single and multiple-ply rolls. The oper- 
ator simply types and removes each set 
of forms: the next set is automatically 
moved into typing position. Machine is 
always available as an all-purpose elec- 
tric typewriter. Cost savings usually pay 
for machine during first year. 
Telephone your nearby Underwood 
office (see the yellow pages of your tele- 
phone directory) or write today for 
full details on the Underwood Electric 
Continuous Form Machines. 
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